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AB STB ACT 

This is a participant's guide of a coamunity^bastd 
guidance prograa designed to help high school graduates besoae atrare 
of theaselves and of educational and eBployment opportunities and to 
develop the strength to carry out the life changei they choose to 
lake. It consists of four sectlons« In section 1, entitled «<Becoalng 
Avare," a series of group exercises to help prograa participants 
emine their personalities^ values, interests # skills^ and 
priorities is provided. Section 2, "BecoBlng inforaedt" prtsenti 
inforaation on discrlaination and hov to deal vlth Iti trends in 
eaployaent and educatloni declsion*aaking sklllsi educational 
resources and hotr to coapare theai and blntr-on-job hunttng,^^^^^ 
vritlmg, and lntervie«ing with prospective eaployers, "Becoaing 
Strong p" the final section , deals specifically with planning, seeking 
support^ coping vlth stress, enhancing one's strengths, and 
alniaising one*s veaknesses* Appendixes provide lists of 
discriainatiLon^prohibiting lavs, trade agencies, and books of 
Interest. (A prograa leader's guide is available separately thr^agh 
EBZC^-see note.) (HM) 
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Becoming Acquainted 



How iirportant Is personal gTOvth to you? All of us=both cMia^en arKi 
adults~ato to have the fulleit poBslble Ufe, Unfortmately, many adults 
don^t feel that they have wmy possibilities md/Qr think ^ovdng Is Just 
for Chilean* Both of these Ideas orm false. Adults can and must g?ow and 
leaiTi ttmDU^TPut their lives. To<tey many niDre opportimltles for erploy- 
nent wrd education exist than we ever realized as chlldrai^ In f act TOre 
opportur^tl^B than at any otl^r ttote In history. To stop learning at age 
21 TOUld d(;om the average person to over 50 years of being absolutely the 

nils book aams to prevmt Just that fate. It Is about change ^ about 
ffwthj ^out BecOTdng vrtmt? Becontog aware of yoiffself ^ becantog 

Ijrfornied about educational and onployment opportmltlesj and becoming strong 
so that you can nmte ti:^ Wnds of changes you choose. You may change i^r- 
son^ areas and begin a new hobby ^ develop a mw taterest^ or rediscover an 
old one. You could conttaue your education. You may decide to begin or 
retiOTi to a career. You my rant telp In flndtog that fa^st Job and mldng 
sure it ^s the rl^t one. :&i shorty ^cairiLi^ Is for iron aM TOmen ^ feel 
restless and e^er to ctenge^ people wte rant to explore nm paths. 

Beccinlng has three majOT sectlms: CD Becorrijig Aware ^ (2) BecCT^ng 
DifoiTOd, and (3) Becoming Kroig. Becomiig Av^e helps you exmlne yoi^ 
p^^onaHty^ values ^ toterestSj sld.3Lls, and priorities, BecOTdjig ^orrod 
gives tafoiroatlon on Ca) dlscrtodnatlon ani how to deal vdth It^ (b) trends 
in enploymerrt ar^ education, (c) declslon-fl^dng skills^ (d) educational 
resources and how to coi^are them^ and (e) hints on Job himtl:^^ resime 
writings and Inter^evdng ^th prospective OTployers* ^conitog Strong 
deals specif Ic^ly vriLth pluming, seeldng sipport, coping with stress^ 
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enmiM^ig youp strengths ^ and minimizing your wealmesses so that ycu can 
carry out yauo' plan. 



In addition to this manuaL, you vdll need sore extra mterials. A grid 
for recording answers to Chapter 10 exercises and Ctei Sorts for leisure-tlire 
activities and school subjects (Chapter 3) om be purctased as an Extra 
mterials packet. For Job seekers, a Job c^ sort and Job list are needed. 
IhQBB nmterials can be pureJmsed by nan. Instructions are In Chapter 3, 

Severn chapt^s of Becanins motion traps to avoid. Traps K*e \gays 
of thlnldjig that autaratlcally limit choices. Wcrnen, mlnOTltles, am older 
adults shoijad pay ^rticul^ attention to ttese traps because society hr^ 
limited its view of opportunities for these ^^^s arri m^e toaps vail 
apply to than* 

You vdU also notice that this participant version cf Beccndng has 
group exercises. It is des^^ to be used with a Ccrnnunlty-Ms^ GuidanGe 
(CBG) grcxip, vW.ch win telp ^aup martoers gatter Infomatlon about local 
eiTployment ard educational resources and provide aippcrt and encouragOTent 
for change. If such a s?oup doeB nrt exist in your ccfiiminity, you can use 
the leader's verslcffi of Becqnlig alone or oi^aniee yoiff owi p^oi^i. Uie 
laader's Guide pro%ddes Instructions for beglmlng mich a p'oup, 

Chce you have ao^iainted ya:^self vrith the nmterlals in yow k3±^ you 
are ready to becane ap^e^ Infomedj and stro^, 

^cy L, VbJ^t^ Ph.D. 
Project Direct Cff* 

Alice Cotter ^wler^ Ph.D. 
ft'Qject Assoc late 

Itotlm^lne Pee Pulk^son 
ft^ojeet Assistant 
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Becoming Aware 
of Your Personolity 

Awareness of your owl unique personality Is the starting point for 
alTOst all change and growth since It Is the core of the real you. Your 
needs. Interests, values, sldlls, and priorities reflect your personality, 
which Includes the way you thlrtt, feel, and act. However, your pa-sonallty 
Is more than Just what you know about yourselfi It Is also the Ideal you vdsh 
you could be and the ray others see you. Furtheniore, your personality 
changes ^d p^vra ttoou^out your life. 



SEC PEESONALITY TYPES 

Jolm Hollarai-'' has suggested that there are essentially six types of 
personalities. Usually, each perscm has sane aspects of all six within his 
or her personality, but often one or irore types are dcanlnant. Ttese six types 
will be referred to often In this section because they are helpful ways of 
taUdng not Just ^out personality types but also about Interests and skills. 
Wierefore, tte six types are defined In sane detail below. 1»2 As you read than, 
think about how you see yourself. Wilch ones are most like you? Which ones 
are least like you? How do others see you? Vtat Is your persoml ideal? 



Realistic 



Realistic types see thanselves as rugged, practical, and physically 
strong. Such people don't usually like to ejcpress ttemselves in TOrts or 
share ttelr feelings with ottes. They like to irark outdoors and to work vd.th 
tools, especially large mchines. Ihey like athletics, ^rdening, crafts, and 
collecting. They prefer to deal with objects rathw tten with ideas or people. 
'Omy enjoy creating things with their hands and prefer occupations such as 
n»chanlc, cOTstructlon WDrlrer, fish and vd.ldUfe manager, dresanaker, engineer. 
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police officer^ cook, baker, farmer. Jeweler _s factory worker^ or skilled trades- 
person. They like school subjects such as home economics, engineering, agri- 
culture, physical education, forestry ^ and industrial arts. 



Investi^tlva 

nils t5^e tends to like problem solving and scientific activitJ.es, High 
scorers on this there would prefer to vrork alone rather than in a large 
office with a p^oup of people* They prefer to think ttoou#i problems wrti work 
with ideas j words ^ and symbols in solving then. Such people enjoy loosely 
defined problems md do not like Mghly structured situations with many rules. 
They ft^quently tend to be original and creative^ especially in scientific 
M'eas. They like to read and be ljrmgina.tive. They prefer occupations such 
as laboratory assistmit, nHtheimticlan, biologist, englneerlr^ aide, animal 
scientists x-ray technicl^s physicians tectaical writer, or meteorologist, 
Ttiey like school subjects such as geography, bloloa^, math^ pteiroacys and 
physics* 



Artistic 

nils type Includes people vAio are artistically oriented and like to work 
in settings with many opportunities for self -egression. Such people have 
little interest in very structi^ed situations or those that require physical 
stren^h. ^stead they prefer problens or tasks that cm be dealt with 
throu#i self-egression or artistic media. They prefer to work alone and 
ha.ve a strong need for Individual e^q^ression* They score higher on irBasuree 
of originality thai any of the other types, Ihey describe themselves as 
independents imconventlonal^ original, e^ressive^ and tense. They have 
hobbies like drawing^ music ^ or writing. Vocational choices Include writer^ 
philosopher^ artists cartoonists decorators singers photo^aphers poets actor^ 
and fashion deslgier. School courses ^e music, forei^ language j speech, 
BigUsh, and history. 



Social 

Ttie Social type includes people vAio are sociable, responsible s and con- 
cerned with hunmn problans aM the welfare of others. They usually express 
themselves well ^ri get along with others. They like to seek attention and 
situations that will allow thm to be at or near the center of the group. 
They prefer to solve problems by discussions with others or by airanging or 
rearrangtog relationships between otters* 'Biey h^ve little interest 3n situ- 
ations requiring physical activity or vrorklng with mcMnery, Their Interests 
are cOTnttfd.ty work^ program plannlngs and socl^ activities. Such people 
descrf.be thOTiselves as cheerful ^ popular ^ achievlr^^ and good leaders. They 
prefer occupations such as barter^ers hair stylist, ministers dental hyglaniets 
taacters counselor, playgromd director, speech therapist, or practical nin^se, 
Ccxnmon school subjects are writings dramas forel^ Im&mgeg soelolosrs histo^^ 
hoTO aconoiTdcSs physical education, and religion. 



EKLC 



12 



Biterprlsljig people ^e good id.th TOrds, vrtilch tfcey use effectively In 
eeUlngj dortnattag^ and leading. itequOTtly^ they are In sales work and 
are good at thlnldUjg of new ways of doiig things arKi at leading aid con- 
vlnoing people. They see thraaelves as ftOl of en^s^^ enthuelastlc^ lll^ig 
adventiff^j Belf-confldentj and dominant. They prefer socl^ situations 
iifliere they can aBBmm leadwahlp and direct otters, Kiey enjoy persuading 
others to their point of idew* Ihelr hobbles are athletics 3 public spealdng^ 
selling^ and toter^e^ng. They sa*e ln^tlent with precise work or work 
involvtog long periods of Intellectiml effort or sustained concentration. 
Ihey Ute power j status ^ and mterlal wealth aMl er^oy worWng In e^^enslve 
settings. I^lcal vocatioiri pref fences incite faCTi managers buyer j hotel 
managm^s fll^t attendant 3 business o^^r or mana^rs political canpalgnOTs 
realtor, salesperson j sports praroterjp and 3^1o amowioer* Ttmy like sctool 
subjects such as QigUshj economlcB, forel^ language^ history, anA political 
science. 



Conventional 

Conventional people prefer Jobs where they know exactly what they are 
supposed to do, using verbal and nimerlcal s^lls that characterise office 
work. They fit well Into large or^Mzatlons but do not seek leadership. 
Siey respond to power and are confortable v/orMng in a well-established 
chain of ccraand. They dlsUke loosely defined job situations, prefeirlr^ 
to loiow exactly what Is es^eoted of them. Such people describe themselves 
as conventional, stable, well controlled, and dependable* , They like collect- 
Jng, toam, and music Ihey have little Interest in problras that require 
physical slills or intense relatlOTshlps with othws. They are most effec* 
tive at well-defined tasks, and they value material possessions and status. 
Vocational preferences are ncstly within the business world and anolude bank 
exffliiner, baiA teller, booWceeper, some accounting Jobs, cashier, ccmputer 
operator, secretary, tax es^ert, llbr^^ assistant, and traffic manager, 
TOiey Uke school subjects such as econondcs, arithmetic, spelltag, t^^tag, 
and business. 



As you read the deftoltlons of each type, you probably found many 
characteristics that describe your personality. Actually ^ you are probably 
not Bmrm of all the parts of yoiarself or all the potential you have for 
developtag as a p^son. HDwever, ti^ to describe yourself tonestly in the 
next exercises. 

3- • 
• It^p . Many pTOple oniy look for nep.tive qualities An themselves. 
'Siey believe ttrnt tMnMng positively about thanselves would rrmm they 
are ■■too proud." Ofcho'S try not to be a\/^e of things tlmt could be 
called li^almesses. Everyone 1ms different personal qualities and dlf* 
ferent persoiml strmgths. To be truly aware of your p^sonallty yaa 
must toiow yow stren^hs as well as your weatoesees. 



1* Oncm agato^ skim tta^ugh ths deBcrlptlon of the six personality 
types=teallstlG, Divestlgatlve, Artistic, Social, Ehte^rlalngp and Convene 
tlonal. Based on what you know about yourself, tow TOuld you rarUc yourself 
on these six types? Wdcti type Is most stollar to you? Put timt type next 
to nionber me below* Milch type is least like you? Witm that type next 
to nimtoer six below. Now rardc the other four types In order, 

1* 

2. 

3- ~ 

6. =——=———— 



2. If you usually thlrtc negatlTCly about youreelf , pay partloular 
attention to your strong potats In the next exercise and oe sure to name at 
least three, The letters I, A, E, C beside each sentense refer to the 
persOTallty type described above, ^ck the Itans below that best describe 
how you see yourself now* 



Apiculture Interests to (R) 

1 like su^'vteoiy and lead^hlp positions (1) 

ReH^on is m toportiffit pmt of Her life (S) 

1 lUte struotOTed aotlvlties (G) 

I an a oiolous peMOi (I) 

I lite athletics (R) 

I am a OTeatlve p«^on (A) 

I an not a v«y ^fjocldble person (A) 

I lite to be c^wfftf people (S) 

I lUce science (1) 

I thtak of n^rself as a veiy sOTSltive pmmm. (A) 

I dlslite l^derehip roles (R) 

I haw a good lini^Lnation (1) 

I consider ^selT a responsible perBm (g) ™ 

Stablli^ Is v^Ky ij^artmt to me (0) 

I am a very neat md orim^ly pewon (C) 

1 nice pontics and ecorwrnlcs (1) 

I thirfc of i^elf as a practice, peracn (R) 

I do TOt lite to be the centw* of attention (R) 

Achlevp^ft Is anportmt to to CD 

Sanetlrnes I am VBry teme (A) 

I am more passim iAmi actlTO (C) 

I soniBtlTOS ttiink I am a ri^d perecn (0) 

I ^ a veiy Ind^^ent peraon (I) 



1 m depmdable (S) 

I an a veiy doMiiant pmrBm (E) 

I woiild mjoy selling thto^ (E) 
I U^e nwslo^ art I or ywith^ (A) 

teoo^ltlon appro^^ frm others are liTportant to me (E) 

Hflucatlon Is lirportant to to (S) 

Trcm tMs exerelse^ try to tow t^ether an Idea of the Idnd of person 
you are now. You can also wrtte Mdltlor^ sentences below to describe 
yoiffself. Far exffl^le: I am quiet and sl^i I an aft^ld 1 will fMlj or 
I m rarely anpy* 

,1, . 

2. 



3* 
6. 
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Jbotnotes 

1. Bbllar^j J*L, ^e Psydhol^ of VocatlOTal CTiolces . Waltham , 
Itessadiusetts: H.^sdell P\JbllsWG>g Ccnpai^^ 1966/ 

2. Ad^ted ft^ the National Cor^uter %atOT, ^th pennlsslon. 



Becoming Aware 
of Vo lues 

Yow y^ues are prtoclplM you bellave liij Id^s you base your Hfe dn, 
mA qualities you Qcml^Sr oa* iirportaritvV^^ V^^ lamirf itai 

pm^tBi triet¥ta^ B&iQol^ ohi^^^ md youF am exp^^erides . * refladt irot 
cn^ you^ own declslor^ |ufc also the IdeM of oH^ra dbout ^Aiat Is rl^it iwd 
wofig, Ih^ are "W^ by . rSitfpidsJxi^yJ^^i^^ a of TOdxfas 

aro^^gifc'^ foo^ (ai^Ti^^ pt|(ylp--^ eron f#; ttW mm^ pm^m ^ dlN&mk 
Minas «ifl Ifi^i mgr v^ues timfc ai*e 

jessed at 
sdiool or work. 

Itoiy people me wfc aw»e of their values^ wim though these values 
Infliience hew th^ act* You iraQue ideas anfl Activities If 

(1) tliay Infiuence y 

(2) tt^ he^ you ^ 

(3) ycm spefid time ai^ 

^ 1*at are yoitf i^uas at hmm ara at vOTk or school? It Is usually li^r- 
tmit to be mem of both sets of values because they cm be 
Also^ v^uef can conflicts A hdne \^ue ml^ liwoiva iwrtlflg to be hon^ with 
yoiff cMlitoen, while a school ralua isdffA invDlve li^ntli^ to-t^ ftai-tame 
day CGWsesV Qiapter 10 irfll l^Ip you deal tdth ttose cO!tfll<^^^ 
Just try to list your values^^-^evm ttosa ttet conflict* 

» tt^ . men imve le^ed only to be awK*e of work vailues^^ birt are less. 

Bmte of pOTsoml growth mfl tone values. Pfeny wotm have learned to ^ 
ree^nize Boise ^ues md not values towM^ pa^onal grotffch^ educatlori, 
or wrk. Also^ older adtats feel they missed their chmce to act m 
a va^ le^that the thli^ they value are ^OTiy for yoa^er foU©." 




Ermine your value statenents carefully ar«a be aware of values you have 
not been eneour^ed to feel befoi'e now* 



VALUES EiraCISlK 

I, Below iB a list of oatnicn ham/camjM.^ and work/school valuee, 
Cteok un&r hme/ogmjanlts^ If a toIi^ la toportant to you ttiere* 
imdw worK/stfiool for val^s tjmt InflTOnoe ttie you act In those setting. 
Soma valws nay fit tmder both settaji^. However ^ maiy are more liipOTtant 
In one setting than to the other. 

Ranariber a value Is taportant to you If 

(1) It Infliuenoes your plans ^ 

(2) It helps you make deolslonSj or 

(3) you spend time and money on It. 

value statwient ham/Qmsmrd.ty wOT^k/school 

ob^ the law 

help othOTS ~ 

raise ^lildren ^ _ ~ " 

be rell^ous " 

be neat and olem ^ 

honor pai^mts 

meet new people " 

have close ftdendshlps 

make roon^ ^ ~" 

build thin^ - 

love and sewe my country ~ ~ ^ , 

be Independent " 

get ahead 

work for a caiJiBe ~ 
obey God*s yA21 ____ 

help ecninurd.ty ^ 

eofflpete 'vd.th others ~ 

use pliysleal strmgth " 

be artistic " " ' - 

make deolslaiSs ha^ne power " " 

i^e time as I choose ~ 

build hi^ moMls 

be seeijTO 

stpervlse or teach others " ~ 

work alc^ 

be c^m-mlnded " 
have lelswe tliM " 

be noticed as Important " 

think of new Ideas " 
be an ^i^rt ~~ ~ ' 

stay in om lo<mtlon w tcim ~ 
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have dha^ md travel 

be practical 

be rMpcnslble 

be hazily mMrted 

wopk h^d ' 

others nciw llst^ ^ovei 



2, Nofw look baok at the tro eolums and rank the TOP SK most 
liiportmt 'ralues to you In eadi oategOTy. 



1. 
2. 

3. 



heme/commltey vroric/s^ool 

1. 

' 2. 

3. 



5. ^ _ 5. 

6. 6. 
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Becoming 
of Interests 




Your Interests also shape hovi you plan for your perBoral growth, 
fiiterests SOTetlines reflect only the chances you imm had to e^lore new 
activities. At otter tlmB^ they relleot yow v^ues and aMlis. Ibwever^ 
the sliiplest definition of Interest is- sorothtog you wl^t like If you 
had the opporttff^ty^ something you are cis^lous ^out , sanethlng you enjoy 
doing; Of course 5 not mvmry Interest i^ll develc^ as a Job or study Idea; 
seme are best fulfilled at home or in the cOTtnunity. 

• EiterestB are easily Itailted by experience ^ as well m by what 

you expect you can get* You may expeot leas or have experienced less 
than you could have because of your agej sex^ ot race* Ptost of us 
grew up at a time wten boys and girls were supposed to have very dif- 
ferent Interests fi*om each other=wten all girls were ttou^t to have 
sJjnilar Interests ^ and all boys* Interests were Impei together. These 
same Ideas were thou^t to be true betwem races between the old 
md the young. To help you overcoro these Italtlng ideas ^ ask yourself 
questions llke^ "If I were white (or a nan or yGims)\ would I be Inter- 
ested In^this?" townber that we now have much more fi^eedon to choose 
and act on ^tereste ttoi to the past-^re^rdless of our race, sex, or 
age. 



fi^EREOT EERCISES 

1. In the Ectra I%t«d^s package, you vdll find two decks of and 
three blue pages with fflOOSE, DI Q^mON, and WDUM KOT CHOOSl on them. 

If you ^mit to learn a new sKLll or activity^ use the miiaw deck ydth acti- 
vities on than* If you ^e consld^^^ Jobs or getting timlr^^ fbr a Job^ 
send for a copy of the Occu-sort job cards • Qiclose $5 and yom* aldress tor 

PiJbllcatlons D^artment 
S^^l of Iducatlon 
ftorth Carolina State 
Ralei^^ North Carolina 27602 



After you have a deck, look at the cards* The fiTont vAll nmm an 
actl^ty, school major, or Job title* The back has a description of the 
activity, major, or Job. Cn the job deck or^y^ there are tm more ItOTs— 
a slx-nimiber code (esairple^ ^09*168) arid a tte^e-letter code (example: 
Em), These caies id.ll help you leam more about the Job later. 

Some cards are blank* As you sort the deck, other Interests my occur 
to you. You can wlte than on tim bl^Jc cards. 

2* To sort the cards, place the blue sheets with mGHT CHOOSE, IN 
QUESTION, and MXJLD NOT CHOOSE In ft^nt of you at a table or desk. Put each 
eard In a deck In the correct pile depending on yoitt* Interest » Sort each 
deck separately. Do not hesitate to etoose cards you don*t know much about 
or are not totally certain you cm do— this exercise should Just tell if you 
would tM^ you would LIffi sOTethlng. 

3* After you have sorted all the cards, including the blank cards you 
filled to, look at the WOUID NOT CHOOSE pile again. Be certain you are not 
anterested in any card^ If you do find any cards that interest you, mve 
them to either IN QUESTION or MGOT CHOOSE. "Omn set aside the rest of the 

mjw mr choose pile. 

^, Now move to the IN QUESTION pile. Look at each card^ and ask 
yourself, "What keeps me fi^m choosing this?" for each one. Some canmon 
answers are 

(1) I don't toiow much about it, 

(2) It may not be available in my area* 

(3) I'm not sure I shDuld try this because of my race/sex/age, 

Itay such answers reflect either a need for nore Inforamtlon or a limited 
choice based on prejudices. Ask yourself the followtog questions: 

(1) What prevents me from findtog out TOre about It? 

(2) How do I loiOT It's not amLl^le In my area? 

(3) Vflio says I'm wrong for tMs Just because few of 
race/sex/age have done It? 

You nrny find that you do have an Interest In sootethlng when you learn more 
about it or chan^ your Ideas of what Is "right" to do. If that Is possible, 
move the card to MGM CTDOSE. If not, set the oBri aside. Vhm you have 
ctecked every card in tWLs pile, set the pile aside. 

5* Itow, look throi^ each^cafa ^Jii the IGQHT (MfeSE pile "arid am 
other actlid^tles, school majors, or Jobs that you have thought of that are 
not printed on cards. Rardc each card fl?om most toterestlr^ to least ^ter- 
esttag. Be carefXa not to trap yoi^self by thlnldng tMngs like "this lsn*t 
possible" or "I have no talent for this," Rank what you woild like to do. 
tft^lte yoiff* rarto below, idth nisriber one belr^ your top interest. 
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1. 


9. 


2. 


10. 


3. 


11. 


4. 


12. 


5. 


13. 
14. 


6. 


7. 


15. 


8. 


16. 



6. JOB CATO SCm ONLY (wove to step 7 If you are iortaiig anc^her 
deck). 

For aadi Job oardj note the ttoefr-letter codes on the back at the and 
of the descrlptlcm* The code lett«*s refer to the tj^es Uated in CTiapter 
1 — ^aUatlOj Dwaatl^tlve^ ^IstlOj ^elalj ^terprlsl^^ and £onvan- 
tlonEl* A Job oodad ffllj fw exaiple^ JjitoIv 

toallstlOj and Sivestl^tlve »eM, Tot^ the ni;^er for eadh code for ^1 
PnOHT CHO^ caitts- Vftdte the total In the apaoe the code below. 

Realistic Social 

/brtlatlc aiterprlslng 
CoriTenticsial DivestlgatlTC ^ 



^ Cto the Unes below^ rmk the six (Reallstlo^ Artistic^ etc,) 

frcm td^Bt to lowest acGortog to the total number. Write the name of 
tl^ hlf^st ranked type as nuntoer one^ and so on. 



2* 



3. 



5. 



6. ____________ 

A h^idy panphlet nared The QaoumtlOTS Knder^ can be ordered for 15* ftom 
Oonsultiig ^ychologlstE ft^ss ^ Mlo Alto^ fellforma 9^302 . You may be able 
to boiTOW a OOR^ of this pan^et ftro a lo^ hl0>*sahDDl OTunselor* The 
par^hlet nstii naros of n Jobs vdth codes Uke yours. Qheck all coiriblnatldnB 
Of your three top interests , You nay Include mlr^r iiterest s as vmll . tttnor 
antCT^sts those ra^ 5^ and 6. 

S^^ose your codes wre the followJiTgi 



1* i2nt«prlslng 
2» ^aUatlc 
3. DiTOstlgatlTO 



4. Social 

5* Cm^OTtlonal 

6. Artistic 



You TOuld check the oodea ERI^ Em, Kffl^ mi TO. 

7* If you wish 5 sort one or both of the other two decks. Follow 
the same procedLO^ ard use extra paper to record yoi^ choices - 



Footnote 

4. Ocou-SOTt Job card sort^ C^yrlghfc 1977s Lawense JoneSs North 
C»olJ^ State IftilvOTslty^ 



6 

Em 
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Becoming 
of sil ls 




ffld.aJLs are aoti^tlas you do well^ and th^ develc^ ftcm leaw^ig^ 
taleht^ and pi^ofcloa. All adi^ts alrea^ have a i^mge^^^ can 
laam ro^r othBrB * Smp^Smijn^ly ^ tm ^ople bo^ rea31y israre of ot give 
th«jS0lves j3re^t fOT all th©lr gWLllBV You may idcte or 
ftirr^sntprf (^^^^ could hai^ doM ot ^u nc* t 

vmUa bioajuaa you dldh in a^iool ^ictlce tt^^ a paid 

Jcb ("Ttofi X piarff^ meatiijp^ birt ttat was Jitat You 
miy Btap^ tQP0^<MmP B^^ you thtak th^ ' re im^ 

^<2neOTa of ydua* am good wlW dhllto«i^^^b mn 

can't be day^oare TO 



Qtti«* than not brijig^ i^^ m«Me.jrf yow sklU^^ 
tr^ Is dOTmdJjig that all your slills be parf aotly developed in og^er 
to coiwfe*^. IBi^^^^^t^^ . 
¥rti0 is better at It ttian you ara; If y^^^^j 

if you*ra gpod B.t soimcej it do^n'^t c^a^^JufllMs ^u' ri^ as^^ bb 
Madttte Curte* Kils trap ocroe ft^ ycnc^salf * Yb^ training 
may not have b^i perfect j but really ^^vlng yom^elf credit f or yoiar 
sldlls can help you QvercoTO this. 



SKTT.Tt^ ^mcima 

1* Ite next pages list sld^lls* ^ck (s/) each one you can now do; 
rark an X next to those you would like to leam. Rfflwriba* to count fmi]^ 
training^ Infornml learning^ untrained talents ^ mi self-tauj^t and volun- 
teer aj^riences as well as sldlls you learned throu^ courses ^ booted and 
Jobs. 



Raallatlo Siails 



Inataning natwlals (IraulatlOTj sld^. ^Ing. plwJbi 

= opOTatli^ man mdilTOs (pow^ tools, seidiig mdilms) 

bi^l^ig 

^ layir^ f loora md carets 

painting walla and vmll p^wlr^ 

niaMng niDdela 

^ washing 

co<d^ig 

^ tolling 

drl^^djig tanicks mi equlprent 

firing small ^Uafioes 

repMrlng lea^ ^JUire (o^, WMhffl^) 

^ tendJjjg animals 

, plOWlJTg 

planting and h^vesting 

growli^ tt*^ and plants 

havJiig ^slcal strengbh 

rldii^ hOTses 

^ canplng md MMng 

^ being good at outdoor sm^val 

nK^mtaln oUinblng 

navl^tlng 

l^fKtecaplng 

/ / Total ntmb«? of In Realistic eat^ocy 

/ / Total mffitoar of X»s In Realistic oat^ay 

U-st macftlMS you dan\op«^tet 



List Iteiffi you cm repair* 



idst tools you dan use. 



List pi^uots you've maae. 



list spOTts you em play* 



drawing pa^le mi ardmals 

weavlrig 

" qullt^ 

seipdug 

sotdptiarijig 

ha;vjig a good sense of color 

Intador dtecoratlrg 

sln^jig 

wrttlng jitters 

reviewing boote ot» plays 

telling Jokes 

deslpili^g clothing 

a:*awlng ©irtOOTS 

" worldng i/dtti crafts 

placing hiualcal Inatruronts 

teadiliig im3slc 

^ imhing pottei^ 

~ deslpdJig bulldlj^ 

. wltlng poetiy^ plays ^ novels ^ or short stories 

dancing 

woodworiclng 

taldng photopmphs 

aetJjig in a play 
editing 

/ / Total nuntoer of/'s In fistic eategoiy 

/ / Total raffltw of X»s In Artistic catego]^ 

List cr^e ma projects you've oonpleted* 



Met materlalB you can yjwk with. 



list InstnmentB you omi pl^. 



ConTOntlonal SMlls 

working with mmtomrB 

ha^djig a nanory for nimJbers 

" t^dng InTOntory 

usIj^ oaletdatOT or addlr^ ma^tae 

managjr^ mmey 

keeping msn^ reoords 

^ budgeting 

^ guessli^ oosts 

cccpaidsoii sh^^lng 

being vei^ eGondrtoal 

bMMce^liig 

enforcing rid.es 

followtag OTdere 

gettlrig tMu^ dene on time 

looting resowcM 

" pw^iaalng 

ke^liig eeorets 

being good idth details 

tolwatli^ repatltlOT 

stleadng to a taak 

<^e<adng w TOrk 

" ^^^Ing OT taWng rtiorth^:Kl 

riOTiliTg a cash r^lsto* 

" nung 

/ / Tot^ ni^er of 'a In Con\witlaial oat^cay 

/ / Total nuitoer of X*s in ConTOntlon^ aategoiy 



Soolal ad,llB 

llstQ:^!^ to othare' prdblOTs 

preadiji^ 

te^Mj^ 

leading ^olrs 
servli^ meala 
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helpliig poor or disadvantaged people 

wOTWjsg for Gauses 
leartiTg mA activities 

wQTldj^ with Ghil(frm 
helping oth^*s 

camfCT^lr^ biA OTGO\s*a^rg others 

serving on ooiiirittees 

maldjig plms with rthws 

maWng/dolng tMn^ for others 
" worldj^ on conmml^ projects 

being sensitive to otl^rs 

develop^3g tmjst 

being acoeptlng of othera 

^ taMng care of ttie sick or elder!^ 

settling argurroits between ft'lerds 

^ helptag Mw people In the cOTmml'ty get to Imow others 

" planning s^ool or chia*di events 
" vlslt^ig older people In the GOmMil^ 

" Iratruotlng othCTs In athletic ^res 
lead^ig mm\\ ^oyxpm 

/ / Total nisriber of \/*s In the Social cat^or^ 

/ / Total nimtoer of X*s In the Social categoiy 



Idet service activities. 



list my siJbJects or activities you*ve tau^t others. 



PiTOstlgatlw Skills 

rea^ig 

sclentllUo readJjig 
woridng iirtth ^OTloals 

understan^2ig b^ty fimctlonB 
tmdtt^t^icttiqg natwe 

wrttlrig sclmtlflc reports 

rurmli^s e3^a*ijnents 

" " se^J5g arawers to problans 

solving pi^Eles 

cone^mtratlng 

iMMiglng wel^ring 

underetmdlng bloio© 

baing good at math 



_ reeearchlng 

camputa* prc^aranlr^ 

unda'Standl^ weather qhanges 

" repairing to lent If 1g equlpiient 

understanfllng the stars and constellations 

UBl^ a microsc^e 
~ unS^standdjTg dlif^ent cloud f cttrotlons 

tWWklng throu^ problens 
worldng well with Ideas 

explaptag new taterests arKi Ideas 

understanding oharts or p^aphs 

being good at algebra 

/ / K>tri rmlD&p of in Dwestl^tlve category 
/ / Total mmbOT of X^b In ItaveBtlgative category 



Met ffliy scientific reports you have written. 



IrrtOTprlslng Sd i i 

oMn^Jlg othOTS ' minds 

reasaiaiig . 

\ \ logical thirfldng 

debating J COTVtoctag 

saUl^^ ^oducts 

" " selling an idea 

" conducting business by phom 
persuadli^ othws 

thlrfldi^ of new ways of doinf things 

directing otters 

" inmatfLng atl»^s 

public ^e^djig 

" warWU^ on political caipaipis 

fimd raisJj^ 

meetlr^ pacple 

supOTVielng others 

pl^mtog parcjeots 

^ Mrlng and traljilng wtt*to?B 

_rimni^ a laislnees 

providing leadership 

devaluing wnys to get thlnga mom q^ioKLy 

plawring a trip fa* a p^o^ of people 

~ peUlng thlj^e twusa to home 

Intfflnriawlng oth^s 
I ^ augtl^^ering 
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/ _/ Total nuntoer of »^'s In the Enterprising catego^ 

/ / Tctal nuraber of X^s In the ^terprislng cate^ry 



List pi jects you have Ghaired. 

List selling or fund--rais^ig acti\dties. 

Ranlctog skills . Now look at your totals for each of the six code 
naries and rank order them below. That Is^ if your hlgiest nimber 
of ^s and X^s ms in the Artistic category^ wrtte Artistic next 
to nuniDer one below. Write the c^e name for your second M^est 
total next to nuntoer two below^ and so on* 

Category Total v^'s and X^s 

1. ___ 

2. _____________ 

3. ^ 



5. 

6. _________ 

Qioose five skills that you would irost like to leam or further 
develop and list any ways that you can thi^ik of to acquire those 
skills. ' 

Skill Ways to Acquire SM-ll 



^. For the next skills exercise, choose a mend or a partner tram your 

p^Lp. Each of you should name som ejqjerlence, acconpllshoTBnt , or role 
In yoijr life ttot you feel ^ticularly good about. Some examples are 
chairing a fund-raising caiinittee, keeping house, or organizing a social 
event at church. After you have each chosen one, help each other figure 
out all the sMlls Involved in timt experience. For exanple. If you 
chose "keepliig house" as your ej^erience, you nd^t cane up with tte 
following skills: planning iMals, planning schedules, organizing car 
pools, making decisions, developing and sticking to a budget, nedlatlng 
between arguing parties, bar^lnlng, conmmlcatlng effectively, teaching 
and Instructing children, caring for otMrs, listening carefully for 
problsns, etc. Help each otter bralnstonn all tte skills Involved in 
the ej^erlences you cl»ose and list your Ideas below. Qioose more than 
one experience If you have time. 

E^ertence 1 Ejqperlence 2 



Skills SMlls 

1. l._ 

2. 2. 

3. _ ^ 3. 

^. 

5. 5._ 

6- 6.^ 

7. 7. 

8. 8._ 

9. 9._ 

10. 10. 

11.,. 11. 

12. 12. 

13. 13. 

1^._ lit. 

.5. 15. 
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Becoming Aware 
of Priorities 



In order to use the drrformatloti you nw have ori yoiic pereonallty, 
valtiBB, Interests^ and bM.X1m^ you should exanlne the prlcadtles you have 
set for youraelf and your Ufe. Prtorltles are the ranldng tMt oertaln 
activities or relationships have in your life at my one tlire* Are marriage 
md haying a fainily itmt l^ortmt to you? Or is havij^ a career a top 
priori^? Wiere do e*icatlOT am aoqidrfjr^ new skills fit Into your 3dst 
of lrrj)Ortaffit priorities? When you have fair^ olear^ut prior itleSj your 
dlreoticais are olea^. For m^m^plm^ a vranan ^ose m^ji prlOTlty Is her heme 
ocnmlt scro meargy say^ me ni^t a week ™ to learning a new sld.ll| 
but she is unlikely to oontajiue tills ^ucation If it oai^M conflict at 
honaj because her hctne Is mOTe luportant to her ttmi hw edueatlon. Priorities 
can and do (Aang^ over tiro. Bbr exanple^ the woteji with a high home priority 
now in^ have a hl^ eduM,tlon prti^ty when her ^Idrm are ^-own* 

Mien people have im^tlple privities ^ they expmd theJj dimces tor 
grwth but also increase tiieir diances for confllat* You ray actually have 
set all of tiie priorttles m^loned ^ove for youreelf — nm^ia^, ha^dng 
a fTOl^i career, eduoatto, md acquiring mvi sldlls. mm you have 
mary prlorttles^ you need to plan your time carefully and be ol^m* dbout 
what Is mmt Inportant and least Jxrport^it to you at any atm time. 

• yap . Ihe bl^Mt ^.orlty tra^ are na^usMss md fear of conmct. 
Itemy i^)la are arare that theto ladorttles we mb >toat otl^ra e^ect 
of people tiMlr agej race, w sex. Btor mxmple^ men are "si^osed" to 
find fulfl llmiyit in their work and feel ^1^ If th^ ^^fc to work 
p^t tlffla or sp^^ roore time pwentlng* Because ottiera ejq^ect mid 
scoietlines dm^id you t© set the j^orttl^ ti^^ TOnt for you^ you may 
fe#l mOTous^ ffdlty, ajOrald of f ail ing^ ot afraid of a««dj^ yow 
family lOtmn you de not set ttie prladtles ttiab ot^ra ea^ct* Jtoy 
pei^le feel theae iame feeling md still take ttie rl^ of trylj^ lAmit 
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they want. Of coi^e^ multiple priorltieB or unusual priorities are 
not for mvmtyme. And sornetlTOS the confUctB really are too gceBt 
for a person to rtsk an wip^uLar c^iolca. But do not autanatioal^ 
trap yo^eelf because you feel sOTe fear- Ihe fear is nati^al and can 
be overccTO. You will find out more about w^s to deal with this fear 
and nervousness In a later chapter • 

raiORITIES MmCISES 

1. Look at the following list of adult priorities and Imagine that you have 
$100.00 to spend on ttem ^d can buy each for what you" think they ai^e 
worth. For exarple^ If you believe tlmt your career Is your only 
Inportmt priority, you m^nt to spend the entire $100.00 on that 
priority alone. On the otter Ywond, If you have multiple priorities, you 
may spread your money over all of them, giving the most money to the 
most inportant and the least money to the least ii^rtmt. You need not 
liMt yourself to priorities you have had in the past. Choose the 
priorities most important to you now . 

now* 

Priori^ ^unt 
leisure ttoe 

beauty in nature ~^ 
marriage ' ^ ~ 

hOTOTakLng ^ ^ '~ 

career . ~" 
education ^ ^ 

new skills ' ' ~ " 

ohlldren ' ^ " ^ 

tiirm for self _ ~~ 

servlee to conmynlty 

sar^doe to country ^ 
other priorities not listed ' 



On the lijieB below list your pri-orttlee In order Trm tmat jj^rbmt 
(the one you spent the iwst money on above) to the least lirporfcant 
(t^e me you spent ttie snallest amount of money on ^ove). Met 
your t^ five or less. 




Becoming Aware 
of the Total Picture 



The exmrolsBB in thia section have asked you to become aware of linpor- 
tant aspects of yourself* You need to *taow yoi^self " In order to make good 
decisions. People who never focus on their values and prlra^itles or ttelr 
Interests aM slcLlls are likely to Mve trouble planning for the future^ 
directing their ovm lives ^ and maWj^ decisions* 

Yoia* personality type Is related to eve:^ choice that you n^e. 
Mthough most people have aspects of all the persomllty types In thm^ 
they tend to develop certain ones m^m ftily than others , You will be 
best Slated for Jobs^ actl^tles^ or school majors that allow you to use 
the personality types you most identify with. 

Yoiff* valiaes help you make declslca^ aM plans becaiae they aa^e the 
rul^ you live by. Wmn you toIi^ yots* own deTOlopTOnt m a peram* for 
Instmce, you are mwe likely to seek out peraonri^wth e^^rtences, 
1/ftien people tirBt become of their vaiueSj they otten also becoTO 

avwe that they dcn't follow their am rules very often. Not followajig 
your own values is a major soi^e of dissatlsfactlQn* Anotha* problem 
people find is a "viauea in i*ildi their life mai^B ^^ect ttiOT Ijito 
Bnm they have no n^es fOT deallr^ with. An exanple Is a retiMd j^raon 
was foiraerly tied strong to work imlues. 

Rriorltles ai^ hwivlly Inf lu^^ed by vBlvm should be stolid to 
valiaes raiMi:^. Yow prtorltles affect yow decisions in two rayss 

(1) hew mu^ mmw to my one vwtw^ 

(2) tlm ttalflg of ^laiges 
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Hi^er priority It ens shoiild receive more of your tJj^ and ener^. Further ^ 
WL^er priority' item are usually danm flrat* This does not mean other 
priorities irtll rwt get daie— Juat that they will be done when you cmi give 
thOT hl^iest priority. 

Interests aid skills are closely related to your decisions and dimges 
beoause they give you direction- If your interests and sMlls differ frcm 
each other^ you will probably want to thlric ^out gol^ to school ot* ^ttli^ 
tr^ni^. If you have sMlls but have legmied than InfonMlly throu^ 
volimteer work or life ej^riences^ you may want to check into colle^ 
credits that adults can earn throu^ exams or extension stu^. This could 
make your sWlls more accept^le to aiployw^ if you are Job hunting. 

Below are spaces to write your mfldj^s on yoiff* personality^ values ^ 
Interests^ skills^ and priorities. As you read your swinMy^ remmber that 
there is no fonnula for using this InforamtiOT about youreelf , Your 
decisiais and plans should use am much of this information as possible^ but 
eadi persc^ will use It diffCTently. 



SIMMY EXmCISES 

fevlw the past chapters on Becondng Aw^e. Sumarlze that infonnation 
as directed below. 



Personality types (how you ranked 
yoi^elf on "the six personality 
types in Eicerclse 1 on p, 6) 



Vali^s (the six values you listed 
under each category In acercise 2 
on p. 10) 



hcgne/coimirdtv 

1. _____ 1 

2- ____ 2 

3. 3 

____ 4 

5- 5 

6. 6 



work/s^ool 



EKLC 
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Interests (JOB ^^RS OJILY-the 
rariced codes Tram, step 6 on p. 13) 



Intereats (the six top Interests 
rfflTked In step 5 cn pp. 12-13) 



1. 
2. 

3. 

4. 

5. 
6. 



1. 

2. 

3. 
4. 

5. 
6. 



Skills (how your sMlla were ranked 
according to the six codes j see 
Exercise 2 on p. 21) 

1. 



^orltles (your t^ n.vm or less 
priorf.ties as you listed them in 
Exercise 2 an p, 24) 

1. 



2. 

3. 
4. 
5. 



2. 

3. 

5. 



We hope you have cane to some new avrarmess of yourself ttoou^ these 
exercises. You have thought about your personality characteristics , your 
values J Interests J sJdJ.ls, and priorities. Now wlmt can you do with this 
new infommtiOTi? Hdw can it l^d you to plan for chants in your life? 
At this point in Becomtog , it is Jjiportant for you to open your ndnd to a 
vd.de range of possibilities and l\iture directlcms for yourself. Later on 
we 1^11 give you sane guidelines m setting goals, maMng decisions, and 
eaiTylng out yota" plan. But for now, open your eyes to any chan^ you vrould 
like to nate In your life. Do the fantasy exercise below. Then to vd.ll -ii.,,. 
return to tim new Inforaatlon you've learned about yourself to see vftmt 
other possible changes It surest s. 



FANTASY EJCTCISES 



Sit COTtf'ortabnjr and Irogine your future. If you couM becoro 
exactly the Idnd of person you ranted, wlat would you be like? What 



would you be feeling , thinking, ej^iarlenclng? How would you be 
different from the my you are now? Allow yourself to daydreami do not 
censor your i4eas| then vff'lte Bane of your ttoughts below. 



Now look back to the sunnary exercise that describes your personality 
type, values, interests, skills, am priorities. Each response in each of 
the categci'les probably surest s possible directions for you. Pea- exanple, 
if one of your values is to help your carinunlty, thm future directions ft-on 
that might be getting a Job with your coriinunlty recreation department, work- 
ing on a local fureiralsing canpalgn, cr doing volunteer work for a few l^urs 
a week in the oaiinurJ.ty child-care center. If one of yoin' priorities is 
education, thai future directions could be retm^ilng to school or teaching 
others a skill you have. In the sane way, each IntK'est cr sld.ll you have 
can lead to many future possibilities. Ycur pwaaality t^ can help 
gemmte altmiatlves, too, because It heDps you Identify troad categories 
of activities, such as Realistic or fistic, appr-oprlate for you, 

Tta.s msthod of genwatlng altamtlves Is called "ta'alnstomilr^" and 
Is an Impartant first step as you change your life. Your CBQ ^ajp can be 
^rtlculaply helpful at tMs point. After ym t&ve done tte exercise below 
on your owi, cane back to yoia' ^oup and Bi^m your list. Often other 
pe^le can ccme up with ideas you had not even caisldared. 



BRAINSTCRfra3 EmCISE 

I^k csff^fully at yoiff sMmary exo'cise and list below all the possible 
dlreotiais that cone to you. ^lude ttose that seem to fit youp personality 
type, meet your values, take Mvantage of your interests a* skills, or fit in 
*d.th yajT prlca'ltles. See If you cm cane up with at least 25 possibilities. 
Again Tirite evfry ideai do not censOT any idea. 
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COmiCTS IN Tm TOTAL PICTUFE 



WouldrJt It be lorely if all your new aY^eness ^ve you a clear-cut 
messaga? sore readers^ cle^ directions are possible. For others, 

feelings of confusion conflict accoirpany their self-lmowledge. Conflicts 
are natural. Some experts believe that the kinds of risks you take ma the 
decisions you mke in resolving InteiTial conflicts the core of vAio you 
are as a person. The risk involved Is usmlly that of m^cing the mong choice ^ 
having to do something urpleasant^ or developing only certain parts of your- 
self and leavlr^ other pm^s undeveloped. Wiese risks relate to three kinds 
of connicts: 

1. Yes/no conflicts — feeiang both positive and negative about the 
sanie thlngi for example^ both loving and hating a p^ent. 

2. No/no conflicts ~ seeing all choices as tmrmful or ne^tive and 
yet having to accept one. An exmple is choosing between taking 
a poor Job or being unenployed. 

3. Yes/yes conflicts — feeling positive ^out more choices than can 
be nmde at one tiro. An example Is wanting to be both mawled aid 
single. 

A fourth kind of conflict is similar. 

if. Denial ~ trylr^ to pretend that certata feelings^ interests^ 

values 5 priorities^ and personality tj^s do not apply to you vflien 
they do. "nilB conflict can be present even thou^ you ml^t be 
only dimly aware of it and even ttou^ you could change ths feeling j 
Interest 5 value ^ or priority if you did not dei^ it. An exmple is 
refusing to grieve avmr a"close frlerKJ^s death. 

Conflicts nay leave you stalled or confused. You nay have physical coi^latots^ 
like headaches 3 that are caused by confllcta^ and it Is camnon to feel pessl- 
mistle^ ctepressad^ fearfia^ or tense. Look for sl^s of Internal conflict in 
yourself, Below are some connnon ones. 



1* Pgsomllty type. Your perwnallty types may be va*y dissdmllsa' * Par 
exOTplai If you ^e both Artistic and Conventional ^ ho one Job or 
activity or ^hool majOT Is lltely to satisfy both types. This la an 
example of a yes/ymB conmct, 

a. Values. You want to devote fini-tline mn&^gy to your Irmm TOlues 
ot aervloe to fEttnlly and devote full-time enCTgy to your owl pwson&l 
goals (school 5 p^sonal p^owth, job)* OTils Is a yes/yes oOTfllct. 

3* Biterests. You may Irok at yoir liitareBts 01^ In tmns of what 
are skilled at because you don't want to be JiitereBted in Bomthinz 
vnlBBB you can do It ptt^fectly. M.s Is an exa^le of a denial coi^loti 

^> ffld^a . Because of limited ^pwt^ educaticmj you tmy fixAyms^ 
self idth no Job sWlls ttet excite you, TMs Is an exanple of a no/rio v? 
amflict, V 

■'.^o' 38 . 



5* Rrlorltles , Many priority conflicts are extemri— soirecne elie mnts 
y^ to have dlff^ent priorities than you want* Eamver^ sane priority 
cotfllcts are InternBl^ such as feeling you ehould let others le^ and 
decide 5 ymt v^t^ig to learn to leM and decide for yourself. This is 
a yee/no conflict* 



CONPLICTS EDraCISE 

Below list cor^licts you are avare of. 



Most IntQTOl coifllcts can resolved if you do not eaq^ect a perfect 
ansii^r* Actually , If the perfect wiswer wre possible^ you would live no 
conflict. Methods fcr resolving internal and external conflicts or obstacles 
are discussed in CMpter 10, 



SUPfmRY 

TMs first section of Becoming ms deslpirt to help ycu come up id.th 
new seir-*iaiowledge and new directions for yom^ life. After you receive 
toportant Infarniation in Section II ^ the third section will retwm you to 
sett tag gM.lB end m^ctag caicrete plms. As you wotK ttooigh the following 
sections^ continue to open yo^ ndiid to new poBslbllltles, 
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grh' Traditionally, certain school sii)Jaetej llfei styles. Interests, and 

#t'^^ Jobs have been thou^t to be €^i^^fm i^€mB:0p't6r^T[mii ^^Di the past, 
Kf::->r^.fe^^l^^P«^44SWffl- ^A^Gai»j^^^^^us.ua.ly had few 
«(fc^^.*^eihirtces-to-3*^^Gatsg£^es/^^ often low- 

^ ^ sSgC^f^.:low7p^rti^4«»*'''AKto TCcurf \^ifftah a perison^ s ^ cholces_ are 

f ^ l^it^^soliSay jb^G^^a or rac re^rf.OTf J^m2Atal^ status and so on, 

r i^^if^^^l^^^en vi^ls;^mil^i^^r?my,^^ school leaders. 



^^^^^^ 



^'^fe^^'Sidol, 
^fllMiyda^do^not^ have to reverse yoiir 

« .ii s,.^s 



menders of a 



lej someone' 




believe all blonds are 
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Amb or ail wm are orutl* Sfcareotypes make life sli^le md Gomfortablei 
mveTyme vrtio mmpB a blue hat is food aid everyone vrtio WBars a p*em hat Is 
b^. No me has to be considered as m Individual* Raoes ot ages or sexes 
oan slnp]^ be lunped together widar* one Mbel or atwec*ype. Bat this also 
aanfUots vdth human natwe because evei^ne vants to be thou^rt of as m 
ajidlvldualj not fcreed Into a certain role because of their ages sax^ or 
race* 

l^ereotyplng md Dlscrtedjmtldn to Sctool 

Fiwn eK'ly sMbb^ cMldrOT have in ths past been treated differently 
by teacl^rss d^endlng on mom^ sexj and we^th. Ittstorloallyj teach«*s often 
expected more achievOTKit and cOT^tltlon trm well-to-4o white boys ^ and 
childrOT then t^ed to live up to or dowi to their teacher's e^eotatlcns* 
Further, chlliwi's tertbooka often cont^^d stories that needlessly showed 
ctily ymmg \Ailte in powerful and actlw roles, G^ls were even kept trom 
becoming pl^slcally fit because ttey were not encouraged to play In ^mes 
that required imich plyslcal strength* Q^l^en learned frm ttese messa^s 
that not much Is es^^ected trm ^rls and blacks* 

Later in school , only the books ^ poanSj, music, and Mstory of vrtilte 
nmles were tau^t* QilldrKi mre put Into "tracto" accortlng to theJj* 
goals. Ihose vdth low expectations rarely ctose the tracks that led to the 
most chances fw iMrnlng mi Jobs. Vbt^ girls even develcped a dlsllte 
for math md a fe» of doing wen In school because they feared it would 
hsLurt their ^pularlty arid dhin 

Soto q^mon stereot^es taught or Jj^lled by schDOls are listed below* 

(1) Macks are nrt m mt^^ m /vMtes. 

(2) Womm qvdtt aha 

(3) Older aaoita havf m place Ih sctex^l bM OmOA rtot be theibV 

(4) Men oamot cook and as well as woron can. 

(5) Wd people ape not ^^^^^ 

(6) Qtois tt^^^^^^ 

(7) Mjuto f&tive AMrtca^ or cultwe (wtj 
miisic^ llta:^ui<fe)* 

(8) Woiiiei gho^d not^^^ 

All of ttiese stOTeotypes «^ false, of couree^ but neway all adults have 

been ^^sed to tten. Wirttw? you belled -Hftift aiKJ ftllow^^ 

yoOT dholoea pii^ibJy d^^^ed on yow vali^s md ^osa of y6ttt* ts^^g 

laws jfi^ i^rtid sdiools fi«em te^tl^ stt^nts In m^B that limit 
their cSimeaij^/lsiffy^^ l^lr racei sex oP fife* a3^o 

req^re s^WSqii to 

to botti sexM* Bto^ scflippa^ haw r^ the^ 
*Mdws^ to Mnova sta-i^^U^* fii m^t states ^ adult editoafclon m& 
acinnml^ edUcatlcn clMses are avididble fa* older stuasnfcs. 



If you thinldng of returning to sclpolj you will probably find 
iMraewhat lass discrlj^^ you' were 3n hl^ sctool. It Is 

iiportant for you to realize that you have a rl^t to ei^ll 3n any course 
you q tiR Ufy for. It is also Importmt to realize you em get help to 
baccrae inOTe qualified. 

Stereotyping in Jobs 

V Job opportunities for ndjior^^ women ^ ar^ older adults ha t 
bsj^ lliri Wdroi and oldw ad^ts 

have' not tem r consldered^^ viorte's-f^they were worldjig f or "pdii money. " 

Raolad .diecrlMnatlon^^^l^ sonietaTOe been considered an attempt to 

kBBp blaictev Mlans^^^^^ m a pennanant lowte* dlass. 

fttaority peopla-md wmen wl» sucoeeded In the past sanetliiiee did so by imX^ 
tatlng the betevior of mn rmther than by developdiig their own ^tentdal. 

Other foifns of stereotyptag have llMted tim opportimity for rmn to 
^^lore part-tine i/or^lc nontraditional Jobs such as nurse or seoretary. 
Afftafmtlve aotlm hiring programs and counselors are helping to e^^and ohoices 
f or wpim ^id minorities in nmi^ goverament-related Jobs . laws also protect 
the oldw worker fim being refused a Jo of age. Studies 

show that older OTployees ^ womns aund minorities are ;^ood workers who perfoiro 
well— sorastimes better tten their ^^te male oo-wortesV 

If you a*e plmhlhg to seek a Job or advance your career ^ you need to 
leam wlmt f ederii ari^ appl^ to yotff field so that you can tie 

m^ff^e of^ j^^ Xcor state 

DepaWmmt of ^ M 

I^ you feel you tevf been treats unfairly (fo 
a qiaas or refused a Job ot prOTbtion^^^ you macr 

iUle aMcharge with your Iguri Bi^ Coimasslori's distinct 

offtce ^ "fche gdvemiwit office Usted ijri App^^lx^ A/ Ifour liJbr^^v^ 
tte adflte#Mes. If you have a Job carp camot iMfete yo^ 

61^ce> wW.tei IJwS. Equal Bnpli^iromt 

N*W. J WaaMngtOT^ D*C* 20506. A charge must be wltten on a speol^^^^^^^ 
they iidll s^ you. AnothOT person^; such as a lai^erj mi^ f lie for you if i you 
irtah. ^ expmslvey you .ml^ flnd^^^^a in or 

neau^* ybw odrm^ A Le^l Mid lai^w may be dble to help you figure out 
if your rights have been violated aM what you can do. 

If you feel you have bem discriminated a^Jjrist at WOTk because of agej 
v^te the dlstrtct oiT^ ttie Departomt of labors Wage md Ifow Division* 
y©u^ litewy to address* If not^ wdte the l^e and Hour Division^ 

Boqplopient Stmflards Adnrinlatratlon, U.S. Departonent of labor ^ Washington j 
mC. 20210* 

if you have been dlscrtoirated a^Jiist at school ^ wit e the U.S. Office 
of eivll Ri^tSj DepM*tment of Healthy Mucatlon^ and Welfare ^ WadiJjigtOT^ 
D.C. 20201* 



Nearly all houstiiold and flmil^r chores Mve st^aotyped , Cooidng ^ 
oleanlng, child <^a» and OTtartMnlng have ti^ltlonally bean f^»la choress 
Tirt^e Tasm ea^r sarto^T^^ mem . 

Olrls Imva been tau^t hbuTOhDld aldlls at horo^ vMl^ 
rapadj;* sWLlla frm ti»to f athCT's * met wlo^ly s men ar^ woren n^edM each 
other' s skills to ewvlva j a mutiml dependmce resulted. 



For many good reaaOTS ^ these st waotypes are bre^dng dovm today . 
jy^w/ both boys and glrla^r^ sldlls that idai m 
suHlqlOTt. ^ey i®it to toow^^l^ 

Seconds MJiy adidLts are not nm^rled} they tme no nate to help tten so they 
need to be jyidependent to order to oto^e for tha^ 
Blnally, ^none more than telJ of ail iwrled ooupiMj both spouses are 
OTployadi vrtian both work^ tores usually rauat be radl^defl so ttet no one 
Is ov^burdened* WtOT thds means ttmt ctores moe aonslder^ ^'wonisn's work" 
are now shared by the husband bM oWldren* 

• tt^ap* The object of ?*eduo3ng diacrimjU^ Is to mke more chDloes 
avmllabla to eviW3^^ If a new stweotj^ Is 

beaife fca:^)ted, a^^^rt fliH-tlme Jobs, 

that all blabki nust be eoliage grauauates, Rwwriber, 

(1) your ctelpes have be . 
{sy you h^ 

(3) it is stm OK to in^ tr^tiom 



DISCRDmwnON EMBCISE 

Stsa^jia yc^ are planning to retitt^ to sd»bi look for a Job an^ 
this Td.n 

a school or CTploj^.™ ttet you can - change ybii* home , role so 

tl^ It fits ytnxr nm needs ideii^^^ If you : iihg^ ra^- 
range your Ufe style? ^ you are in a reiatic^hip or Jmve 4 jf^ly^^ how 
could you distrilbute tasks fairly amDng all famill^ ; Whatyj^us^aiold 

ohc^^ wfc»4d y^ Itoch dhes >pc^^ Who 

would you share thra with? Iflmt new tou^ttpld sW.lls would you need to learn? 
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EvKi In moBt rural az^s^ wme oppoz'itiA^tles available to you 
now thai evier Befo2«— net bteemise ttia* aw iSim^J^s W'^^liP^r^^t'u^, 

cai «»«nde"-ln your'Jcibi*beceo^^^VsiotfUy'*ftt^^ ' ' ' ' 

_ _ _ _ _ _ B. ■ ' 

. kr>wl«®t^.^ i'wtys that idU^tap^cro your life OT^te^p^yQu^^grow as a - 5,^, 

TRENDS . ' , 

^ , Several trends In CTploymmt »a Slreadly affect Ipg the klnfls .of qpportunltleS&l 
that ^U^-te avall^la dtcriig tha ^DGondi^ years. Of QOiOTa, it is anposslble 
to taw^^tlliyf^u^ ft^ai IjJoely'that sevw^ of tlii foj^owing tre^ ^ " 
i^llidSV^lOpia^ affect your opportinritles . 

(1) Ttedinolo®' and the use of automtlon vrlll inorMie, 

(2) P(mia^^CB*:i^t»]skllle^ aCTlsliUecl production md 
e^^oil' i«@fle^, wiu' deCTaase.; 

(3) D^^ttvi ^isr is^aiilaiial aiid teol^cal woiio^^ ;lmrease. 

(4) Salwc^qc&jmtioris vd.li^l||SEeMfi^ ^11 require - 
specialiTCd Intensive -triJiliiig. ^ 

(5) Dgna^ fpr ti^iiied service worters will Increase. Ttese 
EK^ltlons idll cover a wide ran^ of ability and education, 

'racing 'ftOT^posltions ttmt^^f^Lre orfly mlr^^ . = ^ 

dr^^^xp^^Kce to those raqulrihg cbUege or professlcsial 
;sciiool^aduatlon. ?; 
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(6) dr^ewDrkers sudi as oaipentera, tj^esett^, pluTib^S, 
inedwiles yAll e^^^lmoe sli#it^ lees than BV&pBm eiqpar^lon 
of thed^ llelde* 

(7) little gTOTrbh or e^s^^ision la e35©cted Tot J^borws* 

(8) Tte nimiber of ftm wOTkers Td.ll deoreaeej but growth in 
ftrifr^relatecl oooupatlons such as proaesslng^ dlatrlbuttag^ 
aid tiwieportlng farm products axid sullies Is e^^eoted, 

(9) telswa time Biyl dOTOid for lelaure-tlme products and 
SOTvloes will Increase* 

(10) Jobs will Thqvd^ more yeM*s of education* 

(11) Jtoi Incoire vdU have to be ei^plQi^ted by outside work* 

(12) Old^ adults homem^ers will take advantage of nany personal 
growth ooi^eE In sohools* 

(13) Many irarai will haTO 25^30 years of life left aftm^ their last 
cMld leaves home* 

(Ik) More new Jobs vdll require mth sldLlls, 

(15) Both husbands and wives will told Jobs arri share otores. 

(16) Voltrnteo* e^eriLence vtill be helpful In seeWng paid work or 
college degrees* 

(17) College credit will be av^lable for many adult learning e^arlence 

(18) People will live longer and healthier lives. 



OPPOOTUNlTIiS ECHRCISIS 

1. Choose three of ttese trenda and consider tow they could affect you^ 
yoiff* educatlcml and occi^atlonal goals ^ your famlljrj and your Incoine. 
How could you react to these changes? 



2* After you have COTpleted all three j choose a frlertl or partn«* from yoitt* 
group and decide on a treM that la most likely to affect yow life. 
Descrtbe to yoi^ partner all tto ways you tMnk this trttid will affect 
your life and thm discuss ways you could react to these <rtianges* Ask 
your friend or partner's ideas and feel ftee to offw your own ideas 
aboit your partner ■ s trertfl* 
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^ Tte Andean fandly has bam ohajqgirg qiriekly. Staca 1900, eaeh 
g€n»mti«2 hes bam gurprtsed (wM often tpert) at tl^ dhangss. Oup adult 
gena^tlai;ls no difrarent. Fopeas taeida Md outside the ftud.^ aCfaot 
cartaln family aetlvltlas and furotlons. Although the majority of families 
idia rmata imsharigsd f anriJdes ^wiM feel sona es^jre 
;: ; a ctaige in at laart warn anaU wys. 

I;;. MthMgh ev^ faral3y Is dlffwent^ most fandOles mi sin^a adults 

?^ have slnlla!? goals. TOiese arej 

X (1) to provide fln^ielal seeuplty 

(2) to pPOTlda OTDtlonri ^^ort ^ - 

- (3) to pi'ovlde. se^oa^ love and fulflUmant for tha adult partners 

X ; (^) to teaoh ehllto^n.v^es, rules, and sMUs 

(5) to; encourage salf-^Ulfll^^ 

(6) to place faml3^ gMls above others 

mst talk and caimmicate. Deelslcns must be imSa. teto bxA 
:c TOtof nist be assigned. Ti-adltlcm uaially sets a series of rules aba* con- 

e^jaoted behavior, and daclsion^aldng. ,Bel£^ aE»e scro te^dltl^^ 
T^. rtOes oftOT ade^ad In families. . , ^ ^ 

. . (1) , All id^at s/shDUld Wn^^ 

(2) Husbmds -rtwd-d wrk at steady paid Jobs bM siOTort the famUy. 

(3) Wtiwi/ilk^uld pr eniotloaial support, re^ ohUdrm, aid work 
at^ hocfe Jobs. 

1;;: Self -fulfillment cones thr?aiigh''belng a histanfl or and pursuirsg 
1^ : ; aetlvltlea 'ipprxprlate to yojr sax. 



(5) Pow^ reste mdiay vilth tl^ huabak ij but wItoi have power 
ovw tolly ham deoislons and dilld rawlJig* 

(6) SaOTlWoes we nade c^Oy to bemftt ^li^. 

To a la^ d^ree^ tradltlOTal rules have fivHi«^ ftmily goals. The 
fmrfOy ^ be closely todt^ and deelslaina can be easily made. Ptost TOn and 
WOTien were reared to perfam tra^tlonal family aotlvltles and are good at 
thMit All In blLI^ the system worte well for most ftndlles* teweTCr^ 
exteiml preesia^s and nQntradltion^ fanlly n«tibers foroe sora i^Ues 
to ri-thlrflc these rules. 



^DNTRADinONAL FAivrrry vmE^S 

Whom can the rules hurt? Single adult ^ows or iri-dowers^ retirees, 
chlWlesa adults, and divorced p»ents aU suffer to acme extmt ft^om 
traditional rules. Often these people have elthw no fmctlon or too many 
nmctla:is In the fairily, For eMi^le, a vddow ttm have to be both mother 
and father, or retirees my lose all thi family tasks they once held. To a 
lessw extent the same Is true of ai^ adult vAo requires sacrifices from 
othtt*s to meet personal gMls (such as educmtloi, getting or changing a Job, 
Iramlng new sMlls). Di othw worts, maj^ read^s of this book may find 
tlmt the rules dcn^t rwlly help tiwii meet the goals for their family or 
for themselves as sln^e adults. 



In ad^tlcm, dianges outside thm tmUy h$cm a big Impact on ttie 
fml^. Seine ^nges grod and help pe^le^ but ottera are dmgereus or 
haratf*ul# AlthgM^ pet^le also (U^^re# tfsc^ 

bad, most external ^imges do put prwairo m the ftradiy. Even very 
Isolated rwal fanlUes tow feel ttiese p^essiffes* 

Not all js^swes can be listed h«^* Some exai^les ^ mentioned so 
readers can see tlm Impact m the Itolly * IMjrk how these pressOTes affect 
you OT your fm±^^ 

(1) World evratts — wara, emr^ ^^es, rtse of cltl^ and f&otortes, 
orljiie, 

(2) Ecorwidc casanges— d^^sslOTSj strttos^ lrrflatlon| tirarld 
tra^, ca^^ ijiporfced pr^uots^^^h^ 

crop sifcsldles* 

(3) Cltoate a^nges-— a.sMtera, drafts, a*op faHwes, otop 
ovw^i^pply, 

(4) Socl^ (Siinges— r^i^^ educatlcn, ^vernment wlltoe ^^ogmm 
bM apclal sw^dces, Int^ratlonj wmen md men's liberation, 
TOrlo&r's unl^is^ ^ 

(5) IttvOTtlcns— television, autOT^lles, oOTpiters, appldanoes. 
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OfchM? pressures timt create ctei^a In fanJlias oam ftan the rmti^l 
oJnm^B tlmt oootff as the family nmtures* TOiesa stages may require anpartant 
rula otoiges. 

Stage me = new relatlOTShlps* Uie oouple get to toiow each othw 
arid make rapid oh^igee leaw^tag to live tether* 
Stage two ewljr mwrlage to bta*th of first child. Ttm oouple 
as^toaronti amd wjoys the relationship, Wapka^s e^lOTe Gare^s. 
SOTia plamTlr^g bM mviim the ftiture* 

Stage tltt*e# -- oMltoen pt^^ EoOTOatcs and OTOtional Inpact 

of yoyrig childtmi or^ anfl Job stability 

a* aaranoamarrt* Mn^e aAiits rake a 

similar oh^^ to thilr thtetles. 

Stage f ow — sohDol-a®B cWJdren.^^^^^ to ccnmit 

to parsonal goals &nd to focus on ohlltem's ^tlvities, CMlflren 
beccma mcr^ re^oislble; as teenagwSj the cMiaren rf*ten clash In 
values vrtth their pm^ents. 

Stage five ohUdran leave hcnte. As children devel<^ theto ovn 
llves^ parents focus on p^sofial p'owth and relationships , Often 
this Is a time of self-doubt, TM.b Is also comwri to rafldUf e 
amrog childless adid^ts. 

Stage six = retiristient,^ Job ^essures and tocone reduced ^ 

adults focus an ffflilly and totwastSi ^^^ents may begto to seek 
nmey md si^ort from chl3iA?OT. TOils can be ^narolally troubling 
for sto^e adults vdth low fixed toocM 

Stage sevw — ^ death ot partTOr . BnoWonal wpport base ol^^es 
ft*cm partoar to cMldreni ItlTOds^ cr self, Persaml grief aM 
dealing with pato* For stog]^ adults ^ cl^igas may be less severe. 

Which stage a*e ycu to tow? Wmt Ban sane rule obliges you have been 
eonsidwlr^? 



NEW PAT^mS W FfiMLY LOT 

to re^ofise to turoet nerts of farily nwrtbers aM to extOTml pressures^ 
some fMflUes or f rally mariDers are creating new rides new TOlatibnshlps, 
D^lr fOTily goals may rm^ unchamg^j but they are looldng f or dif foment 
routes to meat these go^s* TOiese new patterns tend to teve nmrl^e part- 
Mrs share ftonlly taste md nake Jotot decisions, aey aiso tocrease sup^rt 
for the personal developnent anSL self^fulflllront of adults^ TOie keys to 
havtog a successful new pattOTn M*ei 

(1) undeMtandlng each other's views 

(2) conttouJ^ op&n. dlSQUssions 

(3) bai^ id^iitog to change 
W ^ing ppOT to eaprcmlse 

(5 ) awtog new e^rtOTces with the family 

(6) fociislng ctengss m iMeting fairlly goals 



(1) 

(a) 

(3) 
(4) 
(5) 
(6) 
(7) 



If tl»se condltlans are absrot^ the new pattern could threats the family 
and oaiisa it to toeak up ratha* thai to ©tow, &me nm patterns m& hsw 



they could raset faidJy loalB an describe belcw. 



A. Dual-wapktt' faiti.ly . In tMa fmdJy pattwn, both partnOTS work 
and share decision-OTJdng power. UBuaiay all fainlly nwnbers, including 
dill&^n, shm household cl»res, am both parwits j^ovlde child care. 
OTtm OTOtlKr fandly mo^r or day-care center pro^ddes child owe as wall. 

S. Shared .lobB/sharad ohild rearing . Althou^ other goals nay be 
met m ti^tiotml Trrays, tM.s ^tt»n tea both partnws f ocuslni on one 
Joint actlTd.ty. Seine couples are dividing time to p»oi^de fuH-time 
par^tlng fw their chllto«i. Otha«B are ruffmlng businesses. aM taxm as 
partners or are actually Bharlng one Job In a business or sdhool. 

C. mveraalB . Bie wife works at a paid Job md tim husband prinHrlly 
works on hon» tasks and ohlltoen. SanetljneB power Is sh^ed; SOT»tlmes one 
partner keeps most of the power. TtO.B pattern Is often a tmpoiwy one, 

D. Bctended fainlly . Reva»slng a recent trw^, inar^ flnd-lles are 
ehooslng to retian to ttelr imm tarns srA Uve close to their parents mi 
siblings' fanllles. ^bny times this Involves shK«lng child care vdth 
amts, imcless and ffw^paiwits or pooling money for en^geneles and special 
causes. 

E. Single adults . Jto^ single, divorced , aid widowed people are 
choosing to r«aln lOTMirted, They my Join extwided famllleB or live vrtth 
other adults, birt often they work ^ cm« fa* tlwriselves. Usually they seek 
a vrndety of social md aapHce actlirtLtioB to m^et: some of the arotlon^ needs 
that would otl»rwlse be met by the ftmlly. 



FAfmy OlANQBS BffiROISE 

Below are listed certain extemtt pressures. Choose oie or make m 
one of your own aid diseias with yow ©?oup tiie effect It wovuLd have en 
yow fteily pattOTi or Ufe s^le. toislder how it wotdd affect yoi^ 
IW^W^, enotlonal s^ort, love, dilldrai/'Self-fulfll^Bht, and sae- 
nilclng for fai^jy. ' * 

AU. dhllaren 3«ave ham 



Need to saw wm^ to b^ home 



r Partna* (Has 



WbTO t© lunolaier t^m for partaer's Job 



111 health 



ERIC 
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D^daicns to Tmtwm to ^dtml wwk to b^^n eons nat^ area of 
pampml ff?oi#fch In ym^ Ufa require waltf^g iU .tea cholaeB earefuUy. 
you fflgf find to or oonf Hcts re^rdlng your 

\ ^ dsolpas. In aaU-tlan, If youia^ a ffflily^ you,n% need td consult thm 
or mte i Joint daelslm- Dis carter wlU outHm t^e process for ir^Mjig 
Individual daclslora arifl joint declaions. It will alao discuss ways to 
\ rasol^, oortfllots vdth oftia^ arid viltMn yoiOTelf, 



imviwoM. jmisiom 

Whm you have authority oya* others or are maldng a decision .that 
aff^ts mdn^ jpuf thirW is a Ib^cal to Insiffe that you consider aU 
yoicr options. Biat ^^cass Is outllmd below. 

. Step 1 Defim tlm jsccblai* 

^Xjhat^.heaas^to=.b^declded? VJhy^ do -I-need to decide now? 
Mho will be affected and In t*iat ways? 



all poBslble solutions to the problon. For now, wlte even 
ones that Bern fffl^fetched or silly to you| th^ way lead to 
other Ideas, 

Step 4 'Erlm the list. 

If your list is very long, elindnate dwlees that are highly 
unlikely. 

Step 5 Seek advice* 

Ask yow fWrnfls or frnmiy If they have any Ideas a^out possible 
solutions, but be si2*e to Irt than kiow you are Just looldng for 
suggestlgra, not letting them decide for you. .. Readtog advice 
books my help^ 

Step 6 Seek ijrforaatim. 

You may need to wlte or call for inforaatlon re^rdlng same of 
the solutions. 

Step 7 Consider the forces for and a^jist, 

Ifeke each possible solution indivlduCLly and list aU the forces 
for mii ^inst choostag It* (See tte exanple under Step 8.) 

Step 8 Welgitlng* 

Using a 1-10 scale with 10 as Mgh and 1 as low, give a weight 
to ^oh force fw or against each choice, depending on how 
Inportant It 1$ to you or Iww close it Is to your v^ues, Kie 
nuitoers beside each force below are exanples* 



Solutloni Broil jji ImlttJiJig glass 



Forces For 

3 Inexpensive ttdtlon 
1 run 

Z meet pwple 
6 



Forces Against 

10 doem't lead to any Job skills 

2 mterlals ej^enslve 

3 afraid to tolve at night 

15 



Step 9 Reduce the forces a^lnst* 

Qieck ^1 the forces a^inst to see if they could be reduced in 
force (^ven lower welgit) or eltadjiated altogether by maldng a 
change* In tte es^iiple, "^^d to at nl^** could be eiajni- 
nated If ttm p»sot could get a ride, pMctlce nlSlt living, i/mlk, 
or cmquer the f^c* The 3-polnt welgjitii« mild dtenge to a 0, 
arri tMs w^d change fOTcas attest from 15 to 12* 

St^ 10 Confute a total score for each solution, 

^ you reduced the forces gainst, use the new numtoa* to ccnpute 
tim total score Tot each solution # SiAtract the poJiits "against" 
frm tim ^tots "fOT." It Is possible that you cm get a total 
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score of lees timi 0 If a solution has more points "agatost" than 
"for" I If BOj aiiply reGord the amount below 0 as a negative score/ 
In the exa^le, 6 polnta "for" arri 12 potats "a^inst" wuld corns 
out as a *6 tot^ score for that solution. 

Step 11 Conpare and react. 

Cattpare the rating score for each solution* Also check your 
feeliigs and hunohes about v*iat Is best. 

Step 12 Rar^. 

Raik the solutions in order ftm highest to lowest rating* If you 
heed only one solution^ take the best. If you need to narrow your 
choices 5 e:^lore the top three or fow. Up to noWj this process 
may have semi^ a very niflnerical one and one that did not take Into 
account your feellr^s about these thtogs. Decision mldng Is alinDSt 
always an anotional mi difficult iwcess and often It arouses 
strong feeltags of excitaients nervousness j confusion ^ mtlcipatlonj 
etc. When the decislon^^af facts more than Just you^ tten the feel- 
ings of others can be Involved and disap^eenents and conflicts can 
arise. Ihe process presented herm is desipied not to deny the 
feelings of those involved^ but rather to help you consider all 
the possibilities and mate the best decision. 



Step 1 Define the problem. 

Now that all of our chllcft'en are in schcolj wlmt should I do with 
my free time? I need to decide now because I loiow I will be bored 
vdth all of this time on m h^^s. husband vd.ll be affectM 
because I won-t almys be at ham, Ihe TOals may not always be 
ready on time. We m^ have to sha*e some of the chDres if 1 t^e 
a Job or decide to return to school. Ttm cMl^en may also be 
alTected to the smie v^s as n^r husband. 

Step 2 Define the Itoits. 

I have pi^ty of time to decide ^ but I would like to decide on a 
plan vdthln the next six rronths. I could get help from the looal . 
women *s center for contlnulr^ education* I'm llMted to this 
geop*aphioal area becmise we a?e settled hOTe* Money ^ould not 
be a great factOT since my husband Is netoig a fairly good salary. 
We ml^ be able to afford sane achoollrg if that were necessary ^ 
for T(*mt I TOnted to do. 

Step 3 Eralnstcrm. 

a. pia^sue ^^entog 

b* retiOTi to school In oaijentiv 

0 . tate a part-time Job 

a* take a flill-tlme Job 

e, pursue a physical fitness pro^^ 




f . do volunta«» WOTk at tte^hp^ltal 

g. volimteei* at the OTpl^irage 

h. learn a foFtJ^ la^a^e on riQr own 

!• get nra*a ln\rolvad In canmir^ty aotlvltles 

J . learn nwre about medle ^^ts 

k» iMrn abwt auto niectanlos 

!• get a college degree 

m* spend mere time on quilting 

n. learo to make pottery 

Step H Ttlm tte list * 

aimtimte hj I don»t have tte self-dlBclpllne to learn a forel^ 
language on m owi. Eliminate a, J, n, e* I rant to do sane- 
thing that icLll tate me out of the house and allow me to meet 
some new peqjlei 

Step 5 Seek advice* 

A ccuple of my ft'lends sugiested that I get into a real estate 
bualnees^ so I thljik 1*11 add tlmt to nqr list. 

Step 6 &ek Jirfonnation. 

Caipentoy and auto mechanics K*e offOTed at the local technloal 
Institute. After ohscfclr^ at the aamissiDns office ^ I foi^ out 
that I Miid get Jjito the local collie and begJji wcrk tOTOO^ a 
techelor's dep*ea* A course In prepar^^ for the exam to beccnie 
licensed as a real estate agent vdJLl be staa^lri next month at the 
college, GlvOT my preset sldHs^ the Job maE*ket does not look 
ff'eat. Returning to mtk at this time before further education 
and training muOA be difficult* 

Step 7 Consider the forces for sM a^lnst. 
Step 8 Weighting. 

TORCTS FOR TORCES AQAINST 

Qet a College Deeree 

10 could lead to a better Job 0 0 e^enslve tuition 

6 TOet new people ^ tixm coneuming 

7 Increase toiowledge T college f&r mmy 



Volimteer at Orphma^ 



5 
20 



helping otters 
flexibla hairs 
tiro M^imd clril^en 



10 TO ^y 

_2 oiphaM^ far away 

0 possible nl^t work 
ifW 



i^e a ^rt-tlme Job 



7 extra money k t^m oonsOTlng 

8 flexible hours 10 usually not high paying 
8 leisure time 5" possible nl^t work 

23 19 

Step 9 Reduce the forces against. 

Expensive tuition could be reduced If I could get some financial 
aid or a loan ft^an the school* It could be reduced to a lower 
nimber or even to 0. ^sslble nl^t work could be reduced to 0 
If I could mrange it with the orplwiage director. 

Step 10 Coirpute a total score for each Bolutlon* 

get a college degree 23 - 8 ^ 15 

volunteCT* at orphanage 20 - 17 ^ 3 

take a part-tjbne job 33-19-^1 

Step 11 Ccnpare and react. 

It seems that I'm leaning torords gettljig a job at sore pDlnt and 
possibly getting fi^ther educatlto first, I'm rea^ to be paid 
for ray sldlls and Imowledge rather than doing volunteer work to 
the QonTOffdty. 

Step 12 Raric. 



1. get a college degree 

2. take a part-^tlme Job 
3* volunteer at orphanage 



JOIOT DECISIONS 



lyfany fandly decisions call for Joint decision making^ especially between 
spouses. Depending on your faitLly pattern^ Joint decisions might Include plan-- 
ning your careers together ^ deciding about school ^ plamlng moat ions or ftee 
tiro, TOvlng^ or maM^ major purchases. If the declslori you are maktag is 
JoiJit, follow the process outlined for IMlvidual decisions^ with tim folloirtng 
changes. 

Step 1 Define the probloii. 

Pay special attention to defJbilng the Issues. For exraplej one 
partner nay believe she or he Is decidir^ "wtether to take a secoM 
Job or not 5" vrtien the other partner believes the decision is "what 
Job to t^e." 

Step 2 Define the limits. 

Cover rules such as "Wio has power?" Cm one partner out-vote 
another? Is crlticlmi allowed? Wiat are ttm standards the 



decision must n»et to be ^lld? What If you don't as^ee? Will a 
COTpromlse or trial solution do? And so on. 



Step 3 Bralfistom. 

Bminstonn separately and then pool your lists. 

Steps ^-6 Sam as Individual declelon 

Step 7 Consider the forces for and a^l^t. 

Ifeve each involved family nember list tte forceB for ard a^ftast 
eve^ solution. It Is best to do this individually and tten share 
reasons. 

Step 8 Weighting. 

Each persOT should weight M.s or her forces for or agalnBt ^d 
carpare the Ijiportance different factors have for each person. 

Step 9 Reduce the forces a^Lnst. 

Ifegotiate and discuss tcgether tow to reduce the wel^t of or 
elijTilnate altogeth^ ar^ of the forces a^tost. 

Step 10 Conpute a total score for each solution. 

teve each Involved family mentoer do this and then try to come to 
sofM affwnent about a total score for each solution. 

Step 11 Conpare aoS react. 

Discuss the f Jb'^lngs and check your feeHngs and hunches about 
each ore. 

Sbmp 12 i^ank. 

Rank the choices sep^ately and then share ranldjiga* 

If you don^t agree on one ctolce (or th& top three If that was 

desired) 5 try to do one or more of the following: 

(a) ne^tlate— sell each oth^ on one idea 

(b) cc^ronise— chrose next Mgh-ranking ctolce that Is 
generally agreeable to both of you 

(c) COTpensate--one person takes Ms/^er favorite solution vdth 
the promise that the partner will n^e the ne^rt decision of 
equ^ inportance 

(d) trial-^nake a tenporwy cCTraLtTOnt to one solution^ try It^ 
and then evaluate It before you accept it or try another 
solution 

(e) arbltmte— ask an e^ert or outsider to help you decide 

(f ) disband—postpone deoldijig 

Decisions made us^ tMse tTO fonnal processes ^ould be fairly Inportant 
mm I not every decision n^lts ttese rather long processes. Decisions ^out 
wsrldjigp choosing a Job^ ratiOTilng to school^ and selectliig a najor are usuaJly 
important enou^ to use a fonnal process. 
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DECISION EamCISES 



1. In the Extra mterlals packet Is a pink sheet with a p-ld on it. 
Return to pme 27 In Action I and record yoi^ ranldlngs for personality^ 
values, toterests, skills, ar^ priorities In the proper spaces on the grid* 
IMb ©?id will be used in corJiunQtlon vd-th Exercise 2, below. In the option 
spaces at the top of the grid, wlte the possible solutions left after Step 4 
of Exercise 2. Then conpare each option with ^ch rmklng* For exaimle 
suppose part of your grid looks like this ' 



2, Qite^^idslng 



As you look at an option^ sudi as a major in a^Tlculture, ask yom?self if it 
matches eadi personally ^pe. If It matches well, put an X in tiie boxj if 
there is a possible match, mark a In the exarple, ^tlon 2 does mt 
match either of the two personality ^pes so the boxes are left blank. 

TtiB p»ld ar^ your sdiool Job Infomation sheets in Chapters 11 
and 12 vdll be used to provide some of the Inforaatlon that you will use 
In the exercise that follows. 



2. As you do this exercise toere will be a point at which you will need 
to sWp to the Infoifiatlon chapters (U and 12) and gather InforTOitlon In 
order to practice an Individual decision. Arter you ^ttier the Infonnatlons 
return to this exercise aM conplete It. In reality ^ you may not need to 
decide now ot you mnt to decide Joints . But for now imagLTO that you 
are decldlhg JuiSlvldually so that you am TMl^I^ THZ PROCESS. 

Step 1 Defiiie ttie Issue: 'vihSLt you want to decide . 



Step 2 Wiat are the rules and llnri.ts? 




step 3 Brataatorm 



Step H Itim the list. Cross oirt any aolutlons you will not eonsid^. 
Step 5 Seek advice. Add advlee here or to the bralnstoiMng list* 

Step 6 Seek Inforraatlon. lifrlte Infoimtlon ne^rt to solutions here. 

IWomatlon seeWLng Is describe In the next two ehaptwB. Return 
to this Bftw you Gcnplete the exercises In Qiaptecs 11 ar^ 12 . 

Step 7 Consider the forces for md ^Inst. Space Is given on the next 
page for four possible solutions* Use extra paper If you Imve 
llstM more than fom* solutions* 
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Solution 1 



FCR WEIGHr AGAINOT TOCOHT 



Total Total 

Total for - Total agalmt - ORMD TOTAL 



Solution 2 



FOR \«am AGArasT w^am 



Total Total 

Total for - Total against ^ mMD TOTAL 



Solution 3 

FOR WHGHT AaADIST mXOm! 



total Ttotal 

Total for - Total a^lnst = GRPND TOTAL 



Solution k 



pcm mcms asainst mim 



Total Total 

Total for - Total mffllmt ^ mmj TOTAL 

Step 8 Wei^tlng. Wlte wel^ts mi IJms to left of foroes. 
Step 9 ^uce the forces ^Inst md vodte the new wel^itings above. 
Porces A^jjTst Ways to Reduoe Ihan 

1- 1. 



2. 2. 



3. 



Step 10 Conpute a total scow for each solution md Ust the scores below. 
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Solution 



Total Score 



1. 
2. 

3. 

4. 



1. 

2. 

3. 
11. 



Step 11 Conpare md react. Oieck your feeliii^ and hunohes about vhat 
Is best. 

Step 12 Rank. Rank the solutions in order tran top to bottOT ratings. 



1. 

2. 

3. 
4. 



5. 
6. 



3. After you have gone tJa^ugh Exo'clse 2 on your own, choose a ft-lend 
w a pM^ner fraa your group and m carefully throu^ the exercise amin, 
ej^lalnlijg your responses to each step. Ask yoiff partna* for other Ideas* 
she/he may Imve Ideas about po'sslble solutions that you niay not have thourfifc 
of or mya to reduce sane of the forces a^lns. 



OOOTUCT msOUJTION 

Two Idnds of conflicts need to be resolved. Intamal conflicts, 
descrtbed In Section!, are confllots within yoia*self . mbmmX conflicts 
are betvwai you md anothw po'son or between you and an or^ilBatlon. Not 
all conflicts can be resolved. Soms COTiflletS Td.ll require professional 
couisellng. However, the methods described hK>e will help in mm cases. 



Biteiml Cgnlllcts 

lb resolve a caifl.lct In yourself, first focus on the ham that the 
GOTfllet Is causing you. Is It worthsrtiile to resolve tMs conflict' How 
would you be freed If the oOTnict wwe gone? Sbllow these steps with a 
confllet you Mttally tave. For eim^le, s^ose you were conftisrt abmt 
school. 



Confused ^oist s^oolt 

Step 2 Wmt the eanfllatli^ j^tats of view? 
I wait to go baek to s^ool, 
I'm al^dd to go b^k to school. 

St^ 3 Wiat of o^Uet la it? 
Wils iM a ym/m carfllct. 

Step ^ Seek out other solutlms. 

Go to Bdhool pmct tiro I get orotlonal siroort to battle fear. 

Step 5 AlBue i^^th y^rself . Get a secoi^ dtmir ^ pretoxJ the two 
(or wore) vlewe are dlfTerent people. POTSon one can hold one 
view; pweOT two om hold the seoor^. Allow tte tim pe^le to 
fl#it BiA «Bue. ^ to do this oat loud. Itove ttm people 
exaffierate their idera ("Tate n»l" to^ teto to!"). Move 

back and forth tram oJmlr to chair m you take each point of view, 

For exaiplej pa^ai mm ai^ues for sotool^ deicrlblng aohlevesient, 
new slda4s^ prlde^ new ftd^r^p Pwsot om rtioutSj ''Yea!" 
Pa^cn tw iffTiuee for avoiding a^^l^ describing h»d work^ 
tiro aray trm faffllly, tl^ stupidity of yoia:* eeeMng school iiftwi 
you're siro to fall. Pawn ^ rtwitej ''^t^'" 



St^ 6 QbsCTva the oonfTJlct. Listen to what pWBcm orm btA two say 
and try to gat the tm to^th^* Accept that setool la fW^- 
^ling BrA ttat you're not wre. Declda to take tw© courses and 
concmtrate on proving to ymjrself tlmt you won't fall. 



Brtemal Conflicts 

To resolve a conflict ^th anotter perxn w an oi^^ni^tlon^ you flrat 
nust have the secaid party agree that thsyp tooj rant to resolve the c^tfUet 
or disagrefflwit. Oha firet rule is that cwfUcts we ADOOT mfM Just one 
parson's fault. He6ol\rtjig a corrfTJ.ct camot m^i getting the othw pemm 
to do it TOUR ray iff^ess you Bre conpOTsatlng (see decislm-^naldiig section), 
Usial^ it means both parties must cten^. ftoe is a TOthod. It is stoLlar 
to decision maldng because external ocnniots are usu^iy Jt^t vaiy anotloarml 
decisions^ 

St^ 1 Define toe Issue* 

St^ 2 DesCTibe tta opp^lng vlera mi iwtate thm to each other. 

St^ 3 Radi^ eadi otha» that it is OK to fflB^TM and that you cm 
still r^peot md like am mottw. fio ttils ^i^. 
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Search for earpmnise. 



^tlirie how you ar*e helping to cause the problem* ^are tteee 
thoughts with each other and restate the issue. Do not defeM 
yo^salf excuse ttm ot^r. 

Outltoe possible changes you could rr^e to resolve the conflict. 
Share these with each other and restate the issue. 

Discuss the changes each could make* Put weights 1-10 for how 
difficult the changes would be for yout 

Ti^de ch^iges imtil the conflict is reduced. 
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Becoming Informed 
about Educ 
Resources 




You iTBy want to leam for several reasons: (1) you always rantM to go 
to collage but life olrcmBtmomB prewnted youj (2) you now have decided 
to lawn a sid.ll or pwsue a new Interest j or (3) you have chosen a oarew 
goal that re^dres more educational tralntog, ^^rdless of your reason — 
and those were cnly a few — ^It Is lirportant ttot you thirtc cffi'eful^ atKDut 
what sdiool or e^^rlence would he best for you bjoA that you spmd time 
learning the good and bad points of each ctolce you are consldffi»lng. Ttere* 
fare, for sot© of the exercises In this section ^ you VJlll need to have a list 
of schDols or learning opportunities and Ijrfonnation about than. 



SOTOOL raOGRAMS 

Most schDols will seM you tteir catalogues or bulletlna If you request 
than. If the school is n^rby, you could singly pick om up at thB aanlsslonB 
office. Soto schools oJETer degrees arid full-time courses j others offer a 
variety of pea*t--tlme courses at piAllo schrols In yow CCTimmlty. Si sCTie 
areas 5 you can earn college credit for television lectures. 

Ttm mre foraal the prop'smj the more likely it will be to offw sup* 
port services such m tutordng^ reading* and sti^-sldlla p^upSa coimsellngj 
md educatlOTial advlstag* Most schools that grant dep*ees also have a place- 
Tomt office to l^lp you flM a job afto* ©^uatiai and financial aid ofTloes 
for lo^iSj sclwlfiMMpSj or part-time work if you qualify. Don't be afraid 
to ask question ^oit special hslp off wed to womm, ralJiOTitieSj and older 
adults* Ivm ^ectol services are not available^ schools soinetlines have 
a cOTtact p^Eon ^*io my be helpful and vftw c^ usually be looatrt throu^ the 
adttsslOTS office* lass foriml education propwis may be less e3^ensive but 
lOT^ly offer sipporb progranis. You iiBy mrt to find si^portlve ft^^ and 
boote such as this to help you cope vrtth pTOblQM md stresses. 



Chmk at the admissions office to see if the school you mi± to atteM 
has a special counselor or coordinator to help adults reti^ to school. If 
not, the adtaiesions office vdll usually help you, 

Orten you can take a few coi^ses to ej^lore before you foramlly apply 
to a degree progmn. In fact^ if you teve been amy f^om school for some 
tjine, nany schools recGmnend or require that you take courseE part time at 
first, These part^tiite com'ses not oril^ help you to be accepts as a 
full-time student later, but also give you an idea of #iether school is 
ri^t for you stf^ ^tot you mi^t want to study. Often you becare more con- 
fident after taking one course because it is a pleasant surprise to see what 
a good student you are as m adult. 

Although Infonral proffwm usually Imve minimi or no airisslons require- 
ments ^ you nay need to take an entrance exandimtionj such as the Scholastic 
Aptitude Test (SAT)j for rost colleges and univ^sltles. You will need to 
f :'jid out vhat exam^mtlons are required by tte schools you rant to apply to 
©id when and where such eramlnatlons are given. nd.s Infonnatlon is usual3^ 
listed in the school catalogue or bulletin. If you imre any trouble^ check 
with the admissions oWlce. Sane schools nake special exceptions for older 
students about these examlmtions; at tiros you can postpone thm until you 
have coTpleted some courae work. A^to^ the admissions office idll have 
access to such Infonnatlon or will tell you vjhK*e you can locate it. You 
may ftad it helpful to study for entrance exitfrB^ and a nuito^ of study guides 
are sold in bookstores or can be boiT'owed Trm a college library or counseling 
center. Ihere are also books to teach aiults how to do better on all sciiool 
tests. One such book is listed in Appe^lx C. 



One vmy to secure advance credit befOTe returning to school is by taldiig 
Colleie-Level Bcamlnatlon ^g^ (CLEP) tests. Sponsored by the Colle^ 
Ihtrance acamlnation toard^ offers you tim opportunity to obtato college 
credit by tests for on-the-job experience, volmteer e^^rience, purposeful 
reading, COTrespoMmce courses, television or ta^d coi^ses, or any other 
method by which you feel you have ^ined useful knowledge. Not all schools 
accept CLEP scores for credit ^ so It Is ^K^rtant to ask first the cofrroinlty 
oollega or school you wish to attend about its policy on CLEP scores ard 
other aiteLsslon requlrOTientSp 

The CI£P exmlnatlons are given at test centos thro^out the United 
States durJiig the tMrd week of each ironth, Cftvo ^^ups of exams we olTered" 
(1) five genial exans eover^ ai^ish Gcn^sltlon^ iMnmltles, mathCTatlos^ 
naticral sciences^ &nd soctel sciences emd hlstOTyj (2) nKire ttan ko mibject 
exams eov^lng aibjects offered in specific college cov^ms suoh as trlgonametoy 
elmentffi^y eotrputa:* pr^^arin^Tg, Aft:*o-»Aneriean history, ^id Introduotlon to 
tuslnesa n^nag^i^nt« 

To receive m application blatfac, write to the College aitrame ExaETdmtlon 
Bowd, Box 182^^ ft»lnoeton| ffew J^sey OSg^O. You oan also w-lte to this same 
atoess for a $1*00 bookLet mtltled CTEP General and Sabimt mmdmtlmBi 
Dticripti^ie md toiple ftiestlona^ Be si^e to imlude yo^ $1*00 check ot» 
romey ord^ with your i^q^aet. 
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New Degree WroBmm for Mults 



There are a niM)^ of new kinds of de^ee programs that have been devel- 
ops especially for &iult learners* Tl^se programs ^e described in some 
det^l to an excellent hook by Elinor Lenz and rterjorle tensen amevlti call^ 
So You Waiit to Go Back to Sctool: Facing the Realities of Reentry . Ttm degree 
requlrarents in' some of tte'prograxTB were develops to ir^e It possible for 
adults to earn a college degree vffille pursuing careers or carrying frilly 
responsibilities. Some programs offer credit for work e^cperience^ for volun= 
teer work In a ccmiunlty agency ^ for participation in a local civic actlv.- 
and for tanenaklng cOTpetencles. If ycu ^e intOTested in receiving credit 
for any of these thtogs^ you should first contact the admissions officers at 
local colleges to detemtae i^eth^ they have previously cr«llted or are open 
to the Idea of crediting ncxitradltlonal lemilng* It is also u^rtant to 
find out frcm than irtmt Idnd of InfoiiTiatlon and doc™entation they would need 
In order to grant credit* You have nothing to lose by looking into fining 
credit for life experiences* Ihe boote in Appendix C list other resources for 
leaCTilng ^out these nontraditlonal prop^ms. 

Hone Study and Bcbemal Degpee s 

Sam college credits can be earned throu^ home study or em'ollment in 
college extension courses offered on television or In local schools* Usuall^r 
entraice requirements for such courses stt*e mlnimsil* Ttmse courses are dif- 
ferent ftom conrespondence school coi^ses because they are offered by colleges 
with regular on-canpus proprais. To find out about extension courses ^ wTlte 
to tha extension division of yovop state universities or nearby private colleges* 

son^ cases 5 It Is possible to earn an entire college de^^ee througi 
off--canpus study* ^ese progr^s^ associated with regular university COTpuses^ 
usually offer credit for work experience ml Independent stu^^ stMent- 
directed leamtog^ flexible time corrmltmentSs and the chmce to learn non- 
traditionally by arranging for tutors^ apprenticeships ^ and other e^erlences* 
Campus contact Is mMntalned by ^^slts and talks with the on^ompuB advisor* 
To obtain a list of colleges offering degrees for off-canpus sttMy^ write the 
Office of New Deg?ee Pro^OTis^ Bducatlonal Testing Service^ Rr'lncetonj N*J* 085^0* 

An external dep^e earned from such a pro^^ is a new concept. Some 
enployers my question the validity of a de^ee earned by off-canpus experi- 
ences. You may need to "sell" future CTployers on tte value of your de^ee* 

Phony and useless sctools do exist* It Is even possible that the school 
could be accredited and still be useless* It Is best to stick with established 
schools that you Imow have repilar cmpuses* 

Siflugiatog CowBm OffCTlngs 

If the skills you rant to leaiti are not taught In your area^ or If you 
are not satisfied with the support sewlces or courses available ^ you WBy 
still be ^le to ^t what you rant If you are de^iU^ vtiXh a state- or county- 
supported school* Contact the Irrflvldiml at ths school vAio coordinates adult 
leai^ilng, counsellr^, or speolal servlcea* B^laln your need. It wLll help 
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If you can name other people with a similar need 
special course l r Independent study to be arranged for you 
peralstent. 



It nay be possible for a 
Bat you imist be 



rajCATIOML R^URfF^ EraCISES (Qnit if you are not considering school) 



Choosing s: 



iiOOiS , 



— . — ■ If raore than one school or educational program Is 

available in your area, look over the infoimation you have about each. Conpare 
course offerings, costs, distance, size, support services, advance credit for 
previous studies or eroeriences, and difficulty of atolssion. 



None of School 



Couraes Offered ^at 
Interest You 



l.a) 
b) 
c) 
d) 
e) 



TidXlon Per 
Sanester/Quarter Hoiar 



1. 
2. 
3. 



2. a) 
b) 
c) 
d) 
e) 



Distance fiwn Yoia» 
Hgne (In Mies) 



4. 



3.a) 
b) 
c) 
d) 
e) 



4. a) 
b) 
c) 
d) 
e) 



3. 



fhsttep of Studaits 



a. 

2. 
3. 



Advance a-edlt Avall^le tap 
fr^rloym Stt^es or ^pffl?ienoea 



1. 

2. 

3. 
4. 



M.ffi.oulty of Ad^aslCTi 

1. . 

2. " 

3. ^^~~ZIZI~ 
k. . 
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E^^ ; :Suiap6rfc Services (check Cn/ ) If present) 
; :;AtJult Learning mvlBlon Comselors 

^''12,.: '■ ■ ' 



HJianelal Aid Job Placeirent 



1. 
2. 

3. 
4. 



1. 
2. 

3. 
4. 



'■^.V- ■ ' Aeadend-c Assistance Cdieck (n/) If wesent) 
f •.«5?Iteadlng Skills St\jdy Sld.lls rfeth CUnle 



..... 



1. 

2. 

3. 
4. 



1. 

2. 

3. 
4. 



1. 
2. 

3. 
4. 



Ranedial Help 



a-. 

2. 
3. 
4. 



^!Z^y:;:f ChoQstog oourses 



V 
.41 



.,, . - ^ SectlOT I of Becarijgy you .were asked to categorize 

your, persoialltsr: type, Ijita^sts, and sld.lls according to the six codes ^ 

Realistic, .Inwestl^tlve, Jte^lstlc, Social, Site^ilslr^ Genventleral. 
Below list tiie two codes ttiat you feel irost accurateljr descri.be you md 
youp Intents. 



Coctes 



Couraes 



1. 




, . Now stiKfy your Ust of courses or sciiool catalc^ and JUrrf majOTS 
il fpi^.cpm^eB ti^t you thlrA f^l In to these cate gOTleB. Ifadte them on tha 
'j^^^^"-^'^-.'^^^ ™ne If you »^ Interested In "than. exmple, a 

gj50«a^^ ln::cfipart]^ or wodMoildiig"!woi^^ fall uirfer the Realistic categoiy. 
91^' science or mth MDu3.d come under Diveatl^tlve. If you are not sure 
°^*®8OTy Is the most appropriate one, jwt make >our best guess and 



move on to the next one. The Oocupatlons Finder md the descriptions of tim 
six types on pa^s 3* and 5 nay telp also/ Ms exerolse can only off^ 
a brief way of nOT^idiig dom possible najors. nie best way for you to choose 
a raijor and the couraes require for It is to see a career counselor or aca-- 
drailc irajor tovlsor at tte school you ctoose* Oieck with tim aanlsslons 
office ^out how you can aivange to sm these people. 

If you wmt to learn irore abcat unfanillar majors, read the descriptions 
in the cataloBieSj ask the adnissions or registration officer, or make an 
appolntnient to tatervlew an Jjistructor. It is best not to eltolnate a raj or 
until you toiow SOTiethlng about It. You may not need to decide on a major 
mtll you have been at school for a senester or two. If so, you can es^^lore 
different a^eas. 



PH?SONAL (MMm PROGRAMS 

If you are learning a new skLll or interest tta*ou^ personal growth 
experienees, you may have several f orirml or infonml ways to leam. Stannal 
Instruction can come ft^om sotwol copses ^ private lessons, group lessons, or 
stort workshops arKl tralidng semtoars. Sam Job-related mini-^courses are 
offered tlrou^i large cotipanles. Altlwugh irost persoml p*owth learning 
experlaices will not earo college credit ^ tte formal ej^^lences gtnOTally 
do cost money* Bie differmce in fees am sametdmes be ver^ lM*ge frmi one 
tralniig site to another-*especlally frtm a tax-supported class at a public 
school or university to private instruction in tte coninunlty* 

liformal lea^^ilng resources vdll rely on yoi^ personal network of flriends 
and family. You m^ be able to trade services or teaching slrills with your 
Jirfoitnal instructor s or she/Tie may teaeh you fw fi-ee. It Is irportant that 
your instructs understands to advance l^w mch time and ener]^ the teacMng 
will require. ROT^eri you vidll need to take Inform^ learning swlously 
and to practice or do hOTievrark as often as if you wwe In a regularly sehed- 
ulBi class or apprenticeship. 



EDUCATIONAL raSXJRC^ EDraClSE II 

Look Into your top tlwee ot toxw Interests to see vtoat f ownal or taf oiml 
leaning opportur^ties exist. For formal leam^, check vdth yow llbrwyr 
comitmity schrol prop«n, church, Y-cento', COTmur^ty center^ private Instruc* 
tors (see phom book)^ college extmslon, coimutilty college, social club, or 
recreation department. Some of these nay Imve paiqpM.ets| fOT othOTS you will 
Imve to take Inforaatlon ovw the phone. For iitfprmai-leK^ilng, ask your 
family md ft*lends to reconromd a go^ soiree. 

Mst below both foifnal mA Infonral learning opportunities for one 
Interest. Also list costs, Imgth of training, and any descidptlon of tto 
learning e^eri«ices you can Itod. Use more paper for additional Interests. 
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cost Lan^ of Kmlftlng pBsgrtBt^cai 



'•'■'■■.2; ■ 



1. 



2, 



ii^QQipiilci Informed 
about Jobs 



1 you eo^ seeldng a Job for vW.oh you aJjea^ have trainings you need 
■ to taow how to : 

(1) out about Jobs 3 

(2) write resumas andr^E^llcaAlons^ and r 

(3) Interview with OTployar^. 

' If TTOu have training but no experience ^ you nay need to volunteer for a few 
months to get experience in your field, or t^ a low^aylng Job In that 
field 'OT a related one that offers -further tralnlrs and e^rienoe. 

• 'I'he biggest trap In Job huntiig Is to believe there is a perfect 

Job for everyqiisg.,f v If you believe this, you Jjisure your unhapplness, 
because no onef^^happjf.^wlth hla or her Job all the time; . You-can-try 
to change bad liiiit^iiS^lc seek pronotlons, or change^lli^'?. If* 

you areu.truly fSnistrated. Ifcwever, eveiry Job has sonie frustratiloprf 
haaal,es or unpleasant aspect. ^ ^ Y h 

^/'\il:lt!ri^x'^^i^^^^ define exactly .v*at inakes , the difference between a Job 
l^witm^^^^^^^-^^B^ of the dlffer^OTce Is the worker's attltuia* A career 
llferti^ is'^itSidl^Wed^ to a ftelH}^ lamns/ and coiraiiars seeldrig advancCTient 

.f':?^ cf^ -you shoiildV.iiaentlfy the top advanceinent Job you 

^?,^asplre tb^^ dc^the top Job In yow W.eld. H^n learn the route to getting 
'^ithat Job. ^^Ydu can do this by Intervleidng people who have the Jbb, by 



^^hapter 12 




Bti^lng %im Job the field to fete O^Qi^tlarml Outlook ^^book s 
wrttlng for ajnfonnatioh (^e ^pmdlx B)\ • ' 

Career iBM^r 

Vtim you haw Identified the top job(s) you m^t Uke^ 
^ferwit routes to getting tha^e. Below Is an exa^le for beo 
fluldanQe Ettreotor for a schDol diBtrlGt* 



by 



the 
a 



Dm 


man GUI 


Omm DOTCTCR 







mm couNSErim 



mOH SCTOOL COtMSELCR 



^ - -possible entpy It 



mOtt SCHDOL TOAOiER 



,1. 

•1 



^ - -enta'y level 



— enfery lev^ 



Choe you have Ame Vblm^ find out the rtdlls each job requires. To 
learn ddlls, you may ne^ fcraml eduoatlan d^aes* HdMw^jJscme 
ttdJis can be cbtalmd ttoou^ volimte^ w tone e^*erlwioes or othK* jobs 
Qwtilde the direot oarw ladder* TOis flgi^ tte n^ 
possible rteps to reaohlng the j ob of Distolct Quidame Dlreot or . adlls 
at the bottcm of the IMder are also Meded In eaoh level Job. 



73 



eMllej Imowledge of ocunBeidjigj guidance oartiflGatlon} 

r 

COUNSMiffi 

atalnisfcratlve skJilBj counBelor akHls 

T 

man mmoL cammim 

Itoster's degree In ocunselljigi guld^ce certlfldate 

T 

HIGH SCHOOL OEA^m 
teaoMng aldilsj claBMOcin iMnagOTmti 
college degpw and teaching cortlfleate in subject area 

education majOT* toowledge of eubject matter 

Interest In cMldreni high sctool pmduate 

Ita the ex^iple, a person with a M#i school diploma could start as a 
volwiteer in tl^ sehpols^ anfl perhaps then work as a paid teacher's ^de, 
MvmceniOTt would ecrae ^d.th both forinal education and learning administrative 
and si^rvlTOry sWlls. 

IBvlng a career ladda^ In mJnd idLll help you choose Jobs and activities ^ 
to bid.id: youi*; 0 ^ some cases tM.B could even mean talalgia lowers 

^level Job that "will bi^d your career ladder rather than a better-laying job 
itifiat does TOt pro^rtde the^q3erlOTce or sldlls ^u require If yoiA rant to 
B^retme* : ■ . ■ . , ■ .l • ■ 

LeM^nlng a Business * / 

> A carf w ladder Is not the only ray to plan for iadvancaient. It la pos- 
sible^ althou^ difficult ^ to mter a ccnpai^ at a low level anl work your 
TOy up by .getttog to Wiow a lot about that one ccaipany or Ir^ustry. Ihls 
0iff^B trcm B OBT^m ladder In that the advancement route Is not so d^^ect and 
, you- focus on advancment In one particular business or IMustrlal plant. 



Mrat pick a conpany that yoa want to enter— a publishing ftanj for 
axOTple* " If there .M-e entr^ Jobs available, you may wish to take the 

^J^,^^ study the layalnesa carefully*. 



1- Leaifi the power mtwrta, 

2, p^san hem prcmotlcm Mring decisions are mde. 
3« Meet sipervlsare ar^ peMoniiel offloere ^*io mke declslOTS, 
4* Identify a route to adTOnoe fi^ Job to Job within the ecfipany, 
5» Ptad a BvpervlBW or "mentor-* ^fto Mtloes yom* sWlla and la 
tfrtlUng to help youp 

6. Mce exteralon oouraes or Job traJjdng to Increase your sldLlla 
for Vtm nm Jobs you want^ 

7. Be BlBvb for chances to adTOnce* 

8. Apply for advmcOTient Jobs v*ien th^ arm available. 

Cm^r Mvancment throu^ Vnmmlommit 

It la even possible to plan fOT cwwr adTOncment ^en you are not 
WOTldng, During layoffs, medical leaves, or fuH^tlme parenting, you can 
seek CKwr advancamnt throi^ part-tiro sctoollng, voluntew mrk In busl* 
ness, coniiiunlty service, ot personal p^wth, Ihe time coiTinltaent for these 
activities Is often oray a few hours a week, but the sklUs OBn be very 
helpful the next t±m you seek work* 

AdmicCTent 

CM^er plaradng does not mean that the MCJOT strive to advance, but It 
provides the OTANCE for you to do so If you rant. Even If you are dellghfced 
with a lower-level Job, you may ^sh to move up In 5 or 10 years-«so keep 
choices open* 

Jffi BCERCI^ (Qnlt these exercises If you are not seeking work) 

1. You vlll probably be tepplest In Jobs that call for sldlls and 
toteresta simile to yours and tjhat are suited for people with yoitt' Idnd of 
personality. Section 1 helped you cat^orlze your pa-sonallty type, Inter- 
ests, and sWlls according to the six codes— Realistic , Investigative, 
Artistic, Social, Biterprlsing, and Conventional. Below Hat the two codes 
you feel most accurately describe you and your interests. A Ust of Jobs 
that-haTO beoi coded using the san» j^ratan. la .in . ttm^ XteomafclOTa^ „ . 

Vft-ite the names of Jobs with samllar codes next to each c^e and Include. 
secoi^My codes. Fot exai^le. Social Services Director vrauld be wrlttm next 
to Social, vidth SIC written after it. 

Code Jobs 

1. 
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Code 



2. 



Jobs 



2* Now look at the you hava listed In both categories Btave and 
rtioosa the 10 mst Bppe&Oii^, Mst than below. 



1. 


6. 


a, 
3. 


7. 


M. 


8. 
9. 


5. 


10. 



3. Ob^ously, you have not hem able to Include all possible Jobs, and not 
&r€xy Job you four^ vdj.1 be available ln„your locale. Ifowever, you can begin 
to see the i^ige of Jobs that ml^t Interest you. ' Youp next source should be 
yoar local Yellow Pages. Look tixcm^ the businesses and ' caipanles and then 
wdte iam ones that seen to fit your inta^sts and skills. 



you llgted sib&m and cmoose the 10 mst 



6. 
7. 

8. 
9. 

10. 



OCCUPAECONAL 1OTOT1ATO0N 

to the exepclses ^ve you have probably found Jobs that are unftMllar 
to yoi. Die best way to axA out ab^t m mf^liac Job Is to talk to 
someone vtoo already has that Job. Your . public or -^aeitool library' may contain 
some voeatlcml mes, vhlch nay be airan^ ali^lMetlcally or according to a 
alx-*iuinbep aovernmait .code. IMs Is the ^sHm c^^^ed on the Job' Ih^ 
Card Sort (Oiai^er; 3 ) • Arpther ^od saa^e is "ar'^OTment book, Occia)atlonal 
Oitlook i^idbodk^ iMch also has the sljc-tuaitoOT cbda for each Job: OHb 
tfandbook. , Tflft4ch ommrB hundreds . of occi^tlw, desta-i^es the natw^ of , tte , 
vwrk, place of enplosment, neeess^' training, s^ary, ''wM'ldyr:^- ccndlta^ns, 
and. places to wite.fca' fin^her taforaatlrai. n» Itei^baok l3-av^ga?le at 
moat UteK^es . You can also puo-clase It trm ttm apertnter^ent of ^ciments 
U.S. GoVKTOoent Frinttog Mflce,, Wartijijgtnn, D.C. "20402. . ' 

Yew area or state Job Service . Cfqirorly the Brplo^nait Security Conmls- 
slai)_nay have Job fOTeeasts fop mffei^ occupatiOTS In y6l»^ locale.' These 
forecasts predict trmds five yeans In adwinceV Qieck v^^ Service . 

to see If tMs is available. Ihey najr also be. comected to a canruter toforaa- 
tion service ot even a co^5ut«? Job n^tdilng SOTvice. - 

fc-^Appendlx- B is a:-l±sr'or tMfle"^^cles TOlnra^ H 
you vttlte to these agwicies, they will b«x1 you ft^ po^Mets a^ otter 
descriptive Infmrnatlwi about that occu^tlon, Tty to get as much infOTiation 
as you can ^out each new Job you tini. 



JOB SE/fflCIffiS 

Several ioportant steps in the Job s«a^h are out lliMd below. 

(1) Idwitlfy aU the resowces amilable to you— pubUo Hbraiy, Job 
SsTd.ee a^sloyn^t Security Comnission, advM^ised opoilngs, counseling 
,s«Td.ces, boolffi, friends. Ptad rait the ssT^lces amd Infcmnation available 
thrcu^ eaoti resource. 



4. Again look at the mp2^ers 

' ■ ,3.. ■ . ■ ■ 
5. 



(2) Sp&nd tim lemming about to look for a job, Thtre are many 
halpftd, guldebooka aTOll^le (see Appandlx C). n^se vtio are h^ed ar© ttoae 
vrtio Imow the most about how the OTployinent prooess worte* You must leam the 
prooaseea of the "hidden Job m^ket/^ i/tfilch covers about 80 p»cent of the 
Jobs you am get. 

(3) ffeke a list of evei^one you toow wto Is vrorldUig or who taows people 
who are WOTlda^. Let these fWer^s ajid acqualntanoes taow what you are 
Interested in aM that you we lookdjng. Ask than for su^stlons and the 
names of others you can talk to. 

(^) Talk to as many people as you can for :^onnatlon abait the organl-* 
^tlois ttey TOrk in. Decide v*mt Mnds of or^nlzatlons do vtet you want to 
do, and find people (enployers^ secrrtarles, people In all parts of the 
gr^ilEatlon) who can help you undwstarel how M.ch oi^nlEatldn TOrks* Write 
a brief note to thank rech pmrBm ard let hto^r Imow you ax^e following 
ttoou^ his/her surest ions, delude your adtoess biA phone ni^er* 

(5) Use the servlGes of Job placaront services t The Job Service or 
Biployment Security Comnlssion has a list of seme Jobs that are open. Ask 
them if you qualiftr for the Job Corps ^ Canprehenslve Biplos^ent and ^aintag 
Act (CCTA) Jobs, or saw other govemMnt progE^i Oieck your school place- 
ii^nt olTicep Read the rant ads in the nerapaper. You m^ decide to use a 
prtvEte enploymant ^enoy. TOiese agencies often cter^e a fee if you get a 
Job| however^ they do list open Jobs. You do not need to pay than unless you 
gat a Job. But you are liable for the tm If you accept a Job^ then quit, 

(6) Jtad out the standtod applloation procedures for each Job that 
interests you. Follow all the procedures carefully. Bill out application 
forais neatly and coiTpletely* ^e than if possible. 

(7) Be persistent. Use letters and c^ls to get Interviews* ft'epare 
carefully far interviews by organising befcxpehand what you rant to get across- 
wlmt you have to otter ^ vrtiy you ^e toterested. Be enthusiastic. Ask 
questions. 

(8) Follow with each organization that really Interests ym. Call 
back the persons vho iJitOTvlewM you* It Is yoiD^ responsibility to be swe 
your Interest gets across to the persms vAyo Imve the power to hire you. 

(9) Be pr^wed for negative OTOtlms. Job searches are often slow. 
You may contact itany aployers to get Just one Job. Your confidence is 
InpDrtants so try to control cert^ji natural feelJjigs at this time. It Is 
cciiinon to feel discouraged mi depressed at t^res* Discuss tMs with your 
group* 



JOB mjmwai hmmo or STAincNa put 

Mitel pe^le Job himtlngj It usually telps If they are willing to move 
to a new area^ especlaUy to a city, to flr^ work. HowevOTj nany people are 
wiirtlling to leave their tans tovms or don't rant to ask their families to 
nove. to consldertog this issuer you stould tMiik about: 



Hotf wouW a, move afYect rae aid/or my fanlly? 
Vttat Ufa style chw^ would occw If 1 made a major tovo 
(example I coi^ry to city, south 

Wat ^ues tie me to st^? ^t values me to move? 
Vftilch TOlues m I wllllr^ to caiprcnriLBe? 

Qapter 10 on Declslai JfaMjig owi help y w make this decision. If you 
are a pM^nt, you may wish to Include your children 3n the decision to i»ve. 

Ideating Job toformtlpn about otho' K^as often requires traveling to 
than. Before you ^slt, torevw, you oai wlte the Job Ser^ce aM Oiantoer 
of Cciiinffl^ce In the new city to get Job outlook inform aaO. rmma of 
«iployers. you can also check lltoucy for a phcffie book and neirep^ffl's 
frcm the tovm you ^e conslderi^. if you Imve a special sM.ll or tinning, 
write to your trade Msoclation (see Appendix 1) t6 they have a.paace- 

inait seCTd.ee or a list of atployersj ask if they id.il help in f dndijig a new job. 

If you are staying Jn your eonimmity, you can find local Job infomatlMi : 
as outlined in this chapter. Howevk', a po'soh ">rtio Is place-bound m^ teve ' 
a hard time finding a first,^l»loe Job. teep many Job choices opwi for your- ' . 
self. Within your to^^^^^^ Be vrtlllr^ to : 

ej^^lore mort Job categories so you can flnd^ a Also 
ccnslder using the laawilng a aislness route deacr 



CTVEj SmVICE JOBS 

You may bo Interest ©a In a Job idth the United States goverm»nt. 
Fedei^ Mplojmait opportimltieB vaiv by occupation, ^op'aphlc area, and 
the rmtw of qualified candidates aTOllable, For fiai Infonnation on oppsr- ; 
tunltles ^ application p^cedures, contact a Federal Job aifonnation Cmter C 
CPJIC), PJiC's are listed in sane ^^1^^^ mider "U.S. 

GovKTOnent. " If thwe is no listlrjg In your diredtoi^, you call 800-555-1212 
to get the toll-ft^ nuKher fco* an FJIC In your state. If the mmJber is busy, 
keep calling. FJIC's get mny crils a:^ tiy lard to help each pa'swi. The 
CivU SeiTd.ceCcinnlsslori, which operates FJIC 'si encourages you to call the 
Infoimtim specialists at yoia' local PJTC wltir^ a iettor or filling ;t 

out-an-^^lcatlon. "Tl^se inftonatlcffi" specialists carTni^l 3^ liits of Job *^ 
op^ilngs, application fonna, ai^ p£ttj§ A osOl n 

can save ^u TOluable time ma effort. Some civil service Jobs require a •• 
test. Ask about the tests during yoia' phone call, ,| 

Your state govairmant may also have a civil service syston. If ym are 
unswe vrtiether your state has one, ask the Job Service counselor or your - 
library, mm you find the address, call or write to find out s 

i/rtiat WndB of Jobs are Included 
psw to flrd out ^out Jobs In your area 

how to app3jr :,S 
if tests are required " ■ :| 

- ■ \ 



(1) 

(2) 

C3) 



Scmatljiies goveiTiment ptfrphlets are to untoretand or the worker you talk 
to la very busy* With both federal and state Jobs^ be sura you un&Mtand 
all the InforTOatlon. Keep calling or writing until you do* Qovermient 
workew are paid to help you^ you have a rl^t to uMerstand the Infor- 
matlOT. 



WRiTiNs mswm and applicationb 

When you locate Jobs you rant to apply for^ sand a letter and a resmne 
to the pereomel offlcerj i^ess you've been advised of a different appllca* 
tlon process. The res^^e shoi^d outline In etooTOlo^^l order your Jobs^ 
Bohooiing^ e^rtracuwicular activities ^ md TOlunteer e^qperlence. After each 
activity you shoiid inote the slills ijsed' In it , A resimie should be typed 
withQut earors and xeroxed or printed. Your cover letter should Introduce 
you and Indicate what type of Job you want. It should aiso be perfectly 
typed and slgied in Ink. An application ^ould be ty^d or In ink^ — some ask 
you to prijit. If you till out an applicatlOT at a coirp^y office ^ be sure to 
take along a list of ffects^ Includl^ (1) yoiw social eecurlty nimtoer, 
(2) dates of birth of your chUtoen^ (3) exact day and year of your ^^e 
sctoolj Junior hl^^ hl^ school ^ and hl^er education ^^duatlons^ (^) type 
of degrees received^ (5) list of honors p clubs ^ aixi or^nlzations^ and 
(6) dates of attendance for courses^ workstops^ mA other learning or 
volunteer e^qDerlences that did not lead to a deg^e. 

Smple resimes and letters are repTOduced on the following pages , 
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Route 7, Box 23 

Srtr^He, North Carolina 274^12 
^oi*r (517) 933-5758 



M 



Eauaatlon 
School 



Institute 

CtenteW. Davis ffl#i School 



Electrlbian ' a assistant 
1977-^^ent 



ClOT'k 



1975-76 



1567-75 



Yaar 
1553-57 



electrtsiloi 



ABslat Uomied tlaata^elan Jji repaid daUi ' ^ 
in^ifcOTy si^paiaii. ^ > ■ ^^^^^ ^ 



volimfceewj provl^ mails fer the iiaaray* 



tea and Aotlvltlas 
J»i of Granvilla Courty Heart mmd, 1971 



Avaa4dbl€ on request 



QxmA Waathttty J femomml MLreGtbr 

Grwvl3ie^ Nbirth CwoUxm 27^142 

Da^ WeathOTby: 

I am IntCTSsted In worldjig as m eleotrialan trainee at Clark meotronlos* 
As a lifelong resldmt of aro^lle^ 1 ttmt Clark le a reliable and 
re^aotad flMi. 

I haTO been Involved In aleotrlQal retailing and tor tm yeK^ . 

I sti^ed vlrjjig aid eleotronloe *Ath Jol^y PaieraiD at Balsan Te&i sM did 
the majority of the irtrang cai m own hew ^t stjnrer. formal axpertmoe 
is outlined on the ^closed raswro. 

I shall call you soon to wrmge an appotataent, 1 hope that you wlU 
haw a poEltlon f or ^*il(fli 1 m quaHlUad. 

Slneerely yiAWB^ 
Judltti A* Bea^iOTi 



Note that the e^la lettw Ijriloates that the writer will be calling 
sooti to anaige an appointment. Dris Is m inporfcant part of Job sealdng. 
rtllow your Irttra* of Inquiry id.th a phone call or ylslt . Mter an' aftioliit- 
Bient la awaneed, pr^are yoin'self for the toter%rt.ew by learning what you 
can dSc^ the flm you are aHp3ylng to and by being clear. In your ovin mlnd 
jdDOTt how you see yoiMelf flttiig Into thB ccnpany. Lifted below '^'^t^ ' 
tips^for Job intwHdiiidiig: ^ ^ ^ '^^'^ ^ ' . _ 

Ten Kps for Job Int^vlmrin^ 

1, Find out the exact time and place of the Intmrlew, and be on time. - 

2, Do seme rese»ch on the coi^any Interviewing you. Before you go to the ^ ^ - 
Interview, think about questions you ml^ wish to ask. ^telte these dovrt- - 

3» ^fty attrition to p^eonal ^spearanee. Neatness and cleanlljiess count. 



4, Avoid appearing nervous. I^k at the ljitend.ewer vmen you spe^dJig 

5. Greet the Interviewer by name and shake hands If the Interviewer makes 
the fUrst gesture* 



7. Be prep^ed for questions such as: 

(a) 'T«mat can I do fcr you?" If you are asked thls^ be as dpeGlflc as 
you oe clear about the kMs of Jobs you s^e applying for* 

(b) "Tell me about yourself*" Describe those things about yoi^self 
which relate to the situation — yo^ bacl^o^dj your education^ 
and your work experience ^ if any, 

(c) 'Tflftiy are you Interested in this cotrprnw?" Read the conpar^^s 
literature in preparation for this question, 

8. Be enthusiastic. Look alert am Interested. 

9. fbke sure your good potats get across. Be sure the OTployer learns of 
all your qualifications—Including infoiml leam^jg and Job skills 
acquired through volunteer TOrk, 

10. Use a call-baek clostog. Ask the Inter^ewer If you may call back on 
a given date to see If any decision has been mde. 



If you arm nervous about Intervlew^Tg with an Qiployer^ ask someone In 
yoitt^ ff*oup or a friend to help you practice* Let your partner play the part 
of the wployer and ask you typical questions like tlrose mentioned in 7 above 
After you have gone tl^ou^ tYm practice Inter^ew^ ask her/Mm to fill out 
the ratlrg form below on how well you did arxl how you ml^t Improve yom^ 
interviewing slrills* ihen do the inter\rLew practice a^ln. You may be sur-^ 
prised at how helpful this cam be In reducing your nervouaiess about Job 
Intervievdng and in building yoi^ confidence, /^ter one person has practiced 
switch roles and repeat tl^ exercise* 



6* 



Don-t smoke imless ln^dted to do so and don't chew gm. 



Interview Rating Fonn 



Job hunter is friend^ md confident 



always 



3 

usually 



2 

seldom 



never 



1 
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2. Job hunter has read about the conipany 



obviously 
read 



nay have 
read 



does not show 
ste/Tie Imows 
arxything 



•3* Job hunter asks Intelligent questions 



4 

asks two or 
more good 
questions 



question (s) 
are routine 



Job hunter answers questions well 



4 

conplete and 
clear 



3 

SOTie 
hesitation 



Job hunter Is poised arKi vrell groOTi^ 



excellent 



Job hunter --sells" self 



excellent 



3 

good 



3 

good 



questions 
weak or 
unclear 



2 
has 
difficulty 



2 

needs 
^provCTient 



2 

needs 
ijiprovOTent 



obviously 
not familiar 
vdth QOnpBjn^ 



1 

no 

questions 



1 

doesn ' t 
ansvier well 



poor 



1 

poor 



7. Job hunter Is or^nlzed and has application and resume 



organized 



somevtot 
organized 



dleorganlzed 



careless 



In Becoming liifoOTed you have Jfarried about discrtotoatlonj opportunities 
changing patterns in f^^ly llfe^ ai^ refcumlng to sctool or work* As you 
be^ji to nmke changes In yow llfe^ you vdll find it JUicreasingly toportmt 
to becme Infonn^ about these areas and others^ Finding out all the Infonm- 
tlon you need before you make any liiportant decisions or plans can save you 
tljne aM money and will prevent needless cOTfUslon* 
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Becoming Strong 
by Organizing 



BECOmra ^ONG BY GOAL ^UTJIJG AND FLAITONG 

Die prevlaiB section waa deslpied to help you get Infomatlon and m^e a 
decision. In thla chapter you will learn how to set a goal baaed an that 
declslQn Bnd thm how to make a plan for reaching that goal. 



iBCisiONS Am caimm 

Not all declslcsna reqidj^e charge* In faot^ yaa may decide mt to act 
or to wait until a better time* Por exanple, a haiwnaker with a two-yett*- 
old child may decide not to atteiKi s^ool wrk full tiim now. However^ 
she may stlU plani by taldJig one course e'^'^ry SOTtester^ she will COTplete 
el^t cmOTes before her dilid mters flrsu ^^e. This would take little 
tjiiie trm her parentlr^ and yet still nove her toward a goal. 

Just as deolalara iray be Jointj you can plm Jointly— eipeclally If you 
decide that both spwses ^All attend sdiool or wrk full tlrot In fandllee 
where you and your spouBe workj you eeui plan t^pther how to finance school^ 
yit^n 1 o have d^ldrens TOcatlora and looatlOTSi etc. Jtor Instance , you may 
Joint Ly plm for one spouse to wrk ^ftille the other attends school and then 
later svrttch roles. 



GOAL ^ITOD 

^al settlr^ is topOT^ant beoai^e yom* goal ^ves you aomethlr^ to look 
fOTrard to and to wrk toifwd. It you a sense of direction go It 

should be stated as cle^lyj COTOTete^^ auid specifl^lly as possible. 



(1) to leam child developnent 

(2) to get a Job qm mi eleGtrlolan 

(3) to p^uate trmi eolle^ 

(4) to study business 

(5) to exercise aM beccro ptsrsloally fit 

When you radte a go^, use action verts, try to be eOTcrete and speclfla, 
and use the nost descrtptlve words you c^. Based on the decision you 
made to the diapter on deelslon iraldng, wAtm your ^al below* 



Now ttmt you have set a gDal^ It Is Inportant to design a plan or 
detailed prop^am of action for attaining your goal. You tiiould take sevttal 
considerations Into account as you deslpi your planj and tte exercises below 
will telp you cone up vdth these inportant factors. 



MotlvatlGn 

Before you get too far alor^ In maMr^ yoi^ plm^ It Is irportsnt to 
stop exariJie hw TOtlvated you arej how wmh emrgy you have, or how 
excited you ore tfbout readilng your goal* How hw^ will It be to meet yoiar 
goal? Miat time and money will it reqidj»e? What support and encoup^ement 
win others give you? Vlhat you gain or lose? 

Rate your motivation from 1*10 (10 ^ perfectly motivated j 1 = no 
motlvatlm) md write yota* rating here - . ^en Ust rays you might 
Increase yoitt* TOtlvatlon. 



Obstacles 

Ctostacles are thlJT^ that Ijiterfere with ot atand In ttie way of pro^^sslr^ 
towiurd your goal. If yoto* goal is to seowe a Job m sffi aleotrlclanj sow 
obstaoles nd#it be yoiff* lack of trstolrg ar^or lack of ej^rience. Ways of 
deaUiig with these Astacles would be to atterid a ti^iidxi^ pTOffmi in elec- 
tronloa at a local tetfmlcal Jratltute and/or volunteer to help an electrtclan 
In yaw ocimwnlty for a f ew mOTths to ^In soro e^qperlence. 

Anotter t^e of c*stacle mi^t be a mental or raotlmal cortfUct. For 
Iratance, if your ^al la to secwe a trm heme aM yet you feeK^ t 

gi^lty ttom you are not at hcme^ then this conflict^ often referred to as 



the "home-career conflict," may be an obstacle to your nKetlng your goals. 
It i,s Inportant to deal vdth this conflict — for Instance, by talking vri.th 
others you know wto have both a family and a Job and seeing how they work It 
out. Cn the lines bfilow write possible obstacles and Gonfiicts, as well as 
ways to resolve than. 

Possible Cbstacles & Conflicts Ways to Resolve Them 



2. 2. 

3. ____________ 3. 

4. ____________ ^• 

3. 5. 



If you eoine up with obstacles that you do rrot know how to deal with, ask 
others In your CBG praup to help you bralnstonn ways to deal vdth than. 



Steps to Tfour^Goal 

Think of all that you must do to reach your goal, IncludJjig ranuvlng 
obstacles. You need not think of evOTythlng in sequence. Just write the 
steps to your goal here. 



1. 

2. 



3. 
U. 

5. 
6. 
7. 
8. 

9. 



I 



8^8 



te^erlng Steps 



Look over your steps and sea if fall toto natiuml categories. 
For example J "(1) ^uy toolM^ (2) t^e TOchanlcs testj and (3) apply for 
courae" could fit mder the categoiy "prepare to ewoll In repair 
claas." 

List your major categories. 



Ask yourself^ '-If I aaTpletad these mjor categories^ would I meet rrcr goal 
and deal with obstacles?" If notj add other categories. 



Not list all major categories in the tine order th^ woiid best follow. It Is 
uBually wise to deal v^th an ea^y eategory first. If yova* flrat cate^ry Is 
difficult you may want to break It dowi Jjito smaller steps and handle thOT one 
at a time* Bie next exercise will help you do this* 

1. 



2. 
3- 

6* 



Plggilng Bcerclse 

Below is a smple plan with a related goalj foin* major cate^rtes^ m& 
snallffi* steps under each catega^. Stu^ this plan mA then deslgi yours In 
a slmllM* vray* 
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Goal: aprove hCTifi sld.lls 



1, Determine opportunities and needs' 

a. Discover present skills from sWlls exercises in Becoming 
Ust possible courses fTOTi cornimity colleges ^ public sc&ols, 
conmmity agencies 

c* Set IteLts 

(1) money available 

(2) time available 

d, Nbke plan and emoll in classes 

2, Study child develo^ent 

a* l^e parentir^ class at conminity m^tal health center 

b. l^e ttoee--week nutrition course fVom public health departTOnt 

c . Take child dewlopTOnt course trmi coimty ^p^icultwal agent 

3, Learn home repairs 

a. Ts^e mall^appllanee repair course (six weeks at hi^ school) 

b. Mce auto re^ij' for yicmen course at technical school 
Learo sevdr^ sM uptolstery 

a^ Work for four months to buy sewir^ machtoe (note: thl^ is 

overcOTdjig an obstacle) 
b^ TakB sewiig class ft^om sewing machine dealer 

c. T&ke tailoring lessons trm. frierdj Joan 

d. Biroll in upholstery class with Joan as s^port 



In ttds plan^ the person has hoTO'-based priorities md values independence 
and self-sufficiency, aie/he Is patient enou^ to take only a few coia^ses at 
a tliTO to meet goals* 

Now look back to the n^or steps you listed In ths section on Steps to 
Yoiff Goals* Put than in tiro order imder each mjor category heading/ Use 
a separate paper fcr other irajor categories in your plan. As you COTplete 
each category ^ aBk, "If 1 did all this, would I need to do anything furtter 
to QQfnplete this major category?" Add steps as needed. 



!• (najor category) 

a. 7--- — — ™ (step 1) 

b (step 2) 

e. — ; .(step 3) 

d, . ^(step ^) 



Finally^ cteck to see that yom* p2Bn is tmly oonplete aid will m^t your 
goal, if ycu toiow people wto have wet a ajtallar goalj ask how they did so and 
eorapare their st^a to yows. Add any further steps fi»Qm theto plan that ml^t 
halp you* You c^ also teve a p*oup nwrtoer review your plan using the rating 
fOTn on the next page. . ' 



FLm RAmjG mm 



Is the goal clear? yes no 

WriBt Is unolear? 



Do the major eategorteB lead to the goals? 
Vftiat must be added? 



Do the steps seem workable? ^ yes no 

How can they be li^roved? 



Are the steps realistic? yes n o 

How yan they be iJipro'TOd? 



yes n o 



obstacles dealt vrttii?^ ^ 

Wiat obstacles should be COTsldered? 



Are all phases in ttoe order? y es n o 

What sho^d be ch^^d? 



Will the plan work? 

definitely probably maybe 

How can the plan ^e iJipTOved? 
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Becoming 
Strong by 
Seeking Support 

Si^iport can be flnanelalj iiitellectualj ptgrslcalj or OTctlonal. 
tevlng support mkm you stronger and ajicreases yoi^ chances of TOcting your 
goals. External sipportj or help f^an others^ Is the most ooninon Mnd of 
support; however 5 mmy people actually s^port and encourage thMBelveSt 
The key to gaining aiflDport Is first to be awffl?e that you need si^crt md 
aecOTd to detennlm vtfiat Idnds of airport you need. Many people do mt Uke 
to dwell on their meds and ask for help. However, It Is very dlffleult to 
retiOTi to school or work without m^djig Im^rtant dianges* You ne^ support 
to imke oharges * " 



BITERNAL SUPPORT 

&lf- or eternal sipport requires that you be honest and willing + ^ 
reward and pralBe yourself when you need encour^CTent. Self-support to^ 
seem dlffiei^t because you were tau#it m a child that It Is wror^ to feel 
proud or to think that you do thtags well. You can support yourself by 
using self-help books like this om^ by sa-^^ momy to meet your goals ^ by 
caring for your health and fitness, and by rwardlng yourself ^th relaxa- 
tion, pleasant acti^ties, or presents* 



ESOOTIAL SOTPORT 




Depending on your persoml and coinnunity resources ^ you ms^ be able to 
get moh artOTT^ support as well as Inteitial airport. Soim Idnds of 
a^ernai eitfjport are Usted m tl» tmKt page. 



1* Financial 

a, Lo^ia ana grants for school or small business 
Welfare or Md for Depe^ent Children (AFDC) 

c. Work-study progrOTS for school 

d, Rmded Jobs for the uneTO^loyed— Job Corps or Conprehensive Brploy- 
ment T^a^ring Act (CCTA) 

e. Speolal educational firts for minorities 

f , GI Bill am Socl^ Security education benefits 

2. Intellectual 

a. Studj^ skills bM math anxiety clinics at schools 

b. Remedlri readJjng l^s and tutors 

c. Study pildes for entmiGe exams 

d. Collage Level Bcamlmtion froffmi (CL^) and life e^erience credit 
at schools 

e. Refresher courses ard haiie study for job skills 
3* Physical 

a. County health clinics and public health service 

b* Public housing 

c* School limch prop^m for cldldren 

d. Health insurance for stiMents 

e* Gym use by students 

f . ^lallty cMld care by family or good sitter 

k , Brotional 

a. %)ouse5 children s parents 

b. Close friends 

c. "Role models'' — others who tove done the saro thing 

d. Minister 

e. Coninunlty-Based Guidance (CBG) p^up 

f* Personal J acadendc^ or career counselor 

g* Consciousness-raising or personal--^^vrth group 

SUPPORT EXCISES 

1. Consider yoiu? support needs, ^alnstom the kinds of si^port you may 
need to reach yoi^ goal* Rerentoer ttmt In a bralnstoming session you accept 
all ideas — even ones that seem silly. 
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2, Now list youp rasgirces people , sernriceSs agemles that could 
possibly provide exterml support* If you don*t know Bxty^ call your llt^ary 
or Job Service Office (formerly Brployment Security QrflGe)^ aid describe 
your need* Others In your CBG ^oup can be particularly helpful. They may 
kiow resoitt*ces you are unav^e of* 



3* Finally, list below the things you most like to have (e^g.^ clothes, 
favorite foods ^ money) or do (dance , walk outside , play vdth cMltoen, toavel) 
to remrd yourself. Also note other mys Yoa can give support to yowself , 



EKLC 
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Becoming Strong 
by Coping 



Vftim you make diMges^ you vdll hlfc obstacles and feel stress. Stress 
cm discourage you as well aa make you nervous or even piysloain^r elck. All 
caangeSj even good eh&iges, mmm stress. C^lns vdth stress rreans leamlr^ 
ways to react to stressful evmts that allow you to ovCT*cane your feara and 
reduce yoia* twslon* You can cope vrtth stress by 

(1) taiowlr^ vtfien you are uMer stress 

(2) decldJjig if you can chmge the stressful situation 

(3) controlUjig stress T/*ien situations can^t be changed 

(4) havlJ^ a coping plan 



COPDKi SKm^ 



Be3j« AssCTtlve 

To be assertive means that you stand ip for your rt^ts and directly . 
and honestly share yow ttiou^tSj feeling preferences without stuping 
on the rlgits of otheMt Most people flna that ttiey are ^le to assert 
thaiBelves 3ji some sltwttlOTS but not In others. For exanple^ you my be 
able to stand for your rt^ta ^en you a*e dealing vdth your chll<ft*en5 but 
be oci^ietely nOTiMSOTtlve when it confes to de^ii^ your spouse or i/Ath 
yow pwents* Be3j?g ass«*tlve miA speaMi^ vp fOT vftmt you mxA can help 
you with Mny eltuatlaiSj su^ as vihm yoa feel that you are nob llstmed 
tOj wh«i you me ^^^ix^ to seoiffe Job 3jiter\d.erej and irtien you are tiylng to 
get InfOTmtlco about retOTnlng to sdiool* If you omi state ole^ly and 
dlreot^ ^at you rant In ttiese altuatlomt ywr diances of getting It ^rtll 
be ^^t:^ linpTOvedi. Time mA space do not allow a full presentation of how 



you can becoro ma^e assertive. Howver^ if you feel that you do not know 
hovi to stand up Tot your r^hts arri are easily taken Mvantage of ^ then sam 
of the foUowljig Weae nay help* 

(1) Hie cOTtlmlng education departments of m^iy colleges ard 
unlversltltes offer cot^res In assertion tralntog that are open 
to the public, 

(2) Ym ornld call yoiff* carinunlty mental h^lth center recpiect 
to see a coimeelOT viio could help you work on teconlng morm 
assertive, 

(3) A ni^b^ of self-telp brote are available in bookstoreB eia Bom 
wpe listed in the blbllogc^aphy at the end of the book. 



Relaxing 

AiKDther my to c^ with stress is to relax yoi^ body. Many ttoea seme 
situation In your life causes your body to tense 145, This bodily tension 
tl^n only Increases the overall tension ycu feel. If you caji learn to relax 
your imiBcleB, yai can decrease at least part of the overall tenslm you are 
feeling. 

Physical exercise^ pra^^^ and medltatlCTi cm be relaxing* Hot baths 
and massages wHl also relax your inuscles. Anotha? good way to relax Is to 
follow the ^ocediD?e describe below. Yaa can do It wl^never you feel stress 
or vflien you Imow you are abcut to get Involved In a stressful sftuatlon (wch 
as a Job Interview or efflm at school). If stress is maldng It difficult fcr 
you to sleep at nl^t ^ doing the exerclBe deKrlbed below can help you get 
to sleep. The exwclse takes only about ten mJjwtes. 

Relaxatictti Bcerclse 

1* Lie corfcrtably in a ^iet ^oti rwrave shoes md tight clothtog. 

2. Close your eyes. 

3. Starting vdth your toes^ tightly trnm every muscle in yoi^ foot by 
pointing yo^ t"o#s dowi hard until you feel pain and tenslai ii) ycyr 
feet. Hold the tension for a riow count of ttoee and release slowly. 
3he vmm feelli^ tlmt fluwa into yew feet is rel^catiCTi. Hold the 
relaxatlcn for so^ound 10-15 secords. 

4. Pbllow the same pattern of TEmS - HOU) - MUX as you move \xp yo^ 
body. Rotot^ to tense only a short tim^ thm relax for IO-15 
seconfls each time. 

a, Iwo* 1^5 

b, Iroes 

c, i^pe* l^s 
d^ buttocks 

e. atcmaoh md hips 

f * chest (take a de^ breath to hoM) 

g. rtwuld«*s (iHiH thm my i^j hold art Qrap) 

h, \flHp^ wrns (nax nw^les) 
1. . . lei*^ ama Jf le* mecles) 
j . tenai THmoh flsts) 

kp mck md Jaw (ci^h teeth axA ^1 mcuth tl^t) 
1* ayes and fcrahaad (wlJilda brow tightly) 



5. Ctecklng to be Bxjpe no tension has crept back into your body^ thi^ 
of yom^ favorite reetful place. Dtagine yourself th^e and plctm^e 
the scene. Concentrate on how relaxed you feel. 

6, When you are rea^^ call yourself back to normal slowly by count 
baotoOTds 3*2-^1 aM openiiTg yoi^ eyes. 



Self-5taterents 

In many situations it is vfliat vm unknowin^y say silently to ourselves 
that causes us to feel n^vouo and tense. For exairple^ some pecple who 
find ttemselves In a stressful situation (such as a Job interview) may be 
thlnkljTg: 

I^m really nervous* 

I wonder if the Interviewer cm see my harris shaking. 
I'll nev^ be able to come across well, 
I^U never be able to get a Job. 

Ihese thoughts only make the p^son more nervous bM distressed. TJiey get 
in the way of good Inter^lewjiig behavior and cause the person to do poorly 
in the toterview because te/she is not able to listen and concentrate on 
tm answers to the c^estions. On the other tod^ others mi^t find themselves 
in the same situation but be. thinking things like : 

I'm dolJig ok^ so far* 

I'm a little nervous but tMt*s to te ej^ected. 

It's not the end of the world If I don't get this Job. 

People who tMnk these latter thl^s will probably do better in the interview 
situation becmse they are supportJng thanselves and giving thmselves more 
corrfidence. 

The point is that vhat you say to yojrself taslde IMluenees how you 
come across to others. Seme exanples of statanents for coping vri-th stress 
and viien you might say them silently to yoi^self are listed below. 

Before stress: I can handle this. 

Stress Is nati^ali I taow to expect It. 
I will be able to do it. 

During stress: a?eathe deeply aM relax. 

Concentrate an the Job to be done. 
I'm able to cope with this. 

I know tMs is stress J it's natural and I can relate 
and ImMle it. 




After stress: I h^dle stress better every time. 

I vmB able to keep tim stress tram over^helMng me* 
I did a good Job, 

Managtog Peelings 

Your i'eellngs affect much of what you do. Everyone has feeling reactions 
because feelings both Inbom md learned. However ^ people dliTer In their 
av^OTeness of their feeHn^ and In their verbal and nonverbal expression of 
them* Alttou#i everts disagree about vftilch orations are present at birth , 
it is likely that newboms teve three feelJj^ states: sunrise, angers and 
satisfaction* If so^ the wide range of feelings e^^ressed by adults is 
learned during childhood throu^i e}^erlence and from others. Dm^lrig child- 
hood people also le^n wt^n^ wtere^ and how to express feelings In words* 
Ifen, for exaiple^ are of^en taugit not to express feellrigs in words. Some 
people^ on the other l^d, learn to forget logic and rely only on feelings* 
Ideally 3 the processeB of thinking and feellrig are contilned in everyday life. 



Self-Advancing Feellrigs 

Cle^ feelings can give us messages about what m want or need, Itest- 
lessness can tell us It Is ttaie to chmgei pride can tell us we have achieved 
sOTething worthwhile. It is Importrnt to leam feelings of self-acceptance , 
confidence 3 optimism , and pOTseverance If you did not leam than when you" 
were a chdld* You cm leam feelings like these by paying attention to your 
talents and accOTpllshrents^ by saying to yourself : 

You can do tMs if you try, 

Ihat^s a gDod Job 

You have a lot of talent for this* 

Keep trying. You will be able to do this* 



Self-Defeating Feellnp^ 

Some feelings Mnder people trm exploring ihemselves, loving others ^ 
^d learning new skills. Usually ttese feelings are based on nonproductive 
ideas ^ such as the follovdng: 

Everyone mst like me* 

I can never make mistakes* 

I can ^ce chmges without plmnlng, 

The worjd must be fair, 

I must be perfect at everybhlng. 

tevliTg these kinds of e^ectatlons as a condition for allovdrig yourself 
to feel confident Is self-defeating* It Is very unlltely that yair nonpro- 
ductive Ideas will materialize, Ihou^ts based on umeallstic expectations 
can lead to feelings of rejection^ an^r, ^It^ BYmm^ and fear* Md vMle 
those feelliTgs can be mild and even helpful wten based on likely or realistic 
situations^ they beconiB self-defeat ii^ when based on toposslbly hl^ standards. 
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SUMMARY 



In this section, you have learned different methods of becoming a 
stronger adult. Added strength Is helpful when you are making ctengesj 
being strong helps in preparing for chmge (pl^min^w and In nmlntalning 
changes (coping with stress). The TOthods outlined here can help you use 
the infonnatlon you Imve about yourself and about opportunities Trom Sections 
I and II, Tte final key to becoming stfonger Is to believe iJi yourself mid 
your goal. Make the success airotlons part of everyday life* Try confidence , 
optlJrism, and persevermce: I caii do it, I will do it* 1*11 keep trying 
until I do. 
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Becoming More 
Knowledgeable 



You should now be more SLvmre of youreelf and of opportunities aroimd 
you for schools work^ and personal gpowfch* You my have made a decision 3 
set a goal 3 and made plane to reach that goal. 

If you need more help or v^t nrare InfoCTnatlons you can go to local 
eormmlty agencies* Rrofesslonal comsellng may also be available to you 
at yoitt' mental health center or at a college or coinmmlty college, Ptore 
InfoiTOtion on opportimltles Is available ft^om your library, hl^ sctool 
comiselor, school registrar or adnlsslons office j or the Job Service office 
(formerly B^loynent Security Comndssion). 

Use all your conmmlty ties to get and share infoirnation and assistance* 
Let people Imow that you are returning to school or lool^g for work. You 
may want to foiro a group with people who also maMng chmges* If so, 
tte Leader Guide for Beca:^g has been desired for this use . We advise 
this g?oup plan because it pools support and resources* 

Good luck In meetJbig your goals! If you can^ wlte ue and tell us of 
your success. We*d like to Joto your supporters. 



Nancy Vol^t 

Aline Cotter Lawler 

^thering Pee Pulkerson 

Peabody mil 037A 

University of North Carolina 

Qhapel mi, Norch Caroltoa 2751^ 
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Appendix A 

LAWS TtmT PROHIBIT DISmBmmTION 



Title VII of the Civil Rl^ts Act of 196^ (amended in 1972) 

An enployer cmnot dlscrlmiiiate In hiring, training, firings proino- 
t ions 3 wages 5 layoffs, dlsGlpltaary aGtlons, benefits ^ or privileges solely 
because of MCE, COLOR, RELIGION, SEX, or NATIONAL ORIGIN, 

Not all enployers are covered by Htle VII, TOiese are: private 
errployers of 15 or more persons ^ public and private schools, state and local 
govemments, public ard private CTployment agencies, labor mlons with 15 
or more meinbers, laborHTian^geirent training coimilttees, 

Ifrite to: Equal Bi^loyTOnt ^portunlty Cornrdsslon 
2401 E Street N.V/. 
Washtogton, D.D. 20506 

Equal Pay Act or 1953 and 1972 

An enploysr imst jpay MQ^ md WOI^ equal pay and overture p^ for 
eqml work requiring aqual sldll, effort, md responsibility. The work 
does not have to be Identical, 

Not all Q^loyers are covered by this law* These are: enployers who 
sell more than ISSO^QOO in goods or services per yearj, laundries^ dry 
cleaners, clothing r^alr workers, hospitals, nursing hoires, public and 
prlTOte schools, private household workers and baby .sitters, 

Mrite to: Vfege aiid Hour Division 

Eirployment Stand^ds Mirdnlstration 
U.S. DepartTOnt of Labor 
Washington, D.C. 20210 

Age Dlscrlitilmtion in Znployment Act 

An ei^loyer camot dlscrJjnlnate on the basis of AGE against ary person 
between the ages of 40 and 65 in hirlr^, firing, proirotlon, or benefits. 

Not all aiployers are covered. The law applies to ^^loyers of 20 or 
more workers, enployment agencies, federal and state governments, and labor 
unions of 25 mntoers or more* 

Vfrite to: Wage and Hour Division 

Brployment Stmdards A<tainistratlon 
U,S* Dep^tTOnt of labor 
WasMn^on, D,C, 20210 
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The Federal government ^ govemment^Mied coiporatlons, or Sidl^ trlbep 
camot dlscrljnlnate In ernployirent because of MCE, COLOR, SECs REUGION, or 
NATIONAL ORIGIN. ^ 3 , 

yfrit^ tot U.S. Civil Service Conndssion 
1900 E Street^ N.W. 
Washington, EuC. 20415 

Executive Order 11546 

Federal contractors arid subcontractors cannot discriminate in enplowient 
because of RACE, COLOR, SEK, RELIGION, or NATIOI^ ORIOra* To find out If 
your private employer Is covered, ask If they have any govemment contracts. 

to^ite to: Office of Federal Contract Conpllance ft^o^amB 
U.S. DepartTOnt of lAbor 
Wastdngton^ D.C. 20210 

Iltle DC of the Education Amendments of 1972 



Schools and colleges that receive federal aid may not discriminate agaliist 
a student on the basis of sm. -Schools must allovv participation In all acti- 
vities Bnl classes. 

Write to* Office of Civil Mghts 
Dep^TOnt of QSucatlon 
Washington, D*C. 20201 

Title VI of the Civil Right s Act of 1964 

A sctool or uMverslty carmot discriminate on the basis of RACE, COLOR^ 
or NATIONAL ORIGIN in selection, services, financial aid, or other benefits. 

CW.y sctools receiving federal aid are coTOred. This Includes most 
schools * 

V/rite to: Office of Civil Rights 
Department of Qiucatlon 
Washington, D,C, 20201 
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Appendix B 



Trade Agencies 



Ocoiipatlon 
Accoiffitants 
Actors and Artists 
Actuaries 

Advertislns Workera 
Aircraft Industries 
Airline Workers 
Architects 

Architects^ Landecape 

Astronaners 

Bakers 

Barflcers 

Mrters and Beauty 
C^eratore 
aicfclayera 

&*oadcasteM 

Building LTpades 

ChmrnlatB 

Chiropractors 

Coal Mnlng 

Conposltors 

Data Processoi^ 

Decorators 

D^tal Assistants 



^gmlgation md Address 

toerlcan Institute of Certified PiAllc Accountants^ 

666 Fifth Ave.^ New York^ NY 10019 
Associated Actors and Artists of America^ 165 W. 

46th St.^ New York^ NY 10036 
Society of Actuaries^ 208 S. LaSalle^ St*, 

Chlca^^ IL 6060^1 
AmerlcMi Advertising Pederatlon^ 1225 Comectlcut 

Ave* 5 NW3 Washington^ DC 20036 
Aerospace Industries Association of America, 1725 

DeSales St,, NW, WashlngtOTi, DC 2OO36 
Air tonsport Association of America, 1000 Corrisctlcut 

Ave, , Washington, DC 20036 
Amerlcm Institute of Architects, 1735 New York Ave., 

IW. Washington, DC 20036 
iterlcan Society cf landscape Architects, 1750 Old 

Meadow Hd., McLean, VA 22101 
Ameidcan Astr«amlcal Society, 211 Fltz Randolph Rd. , 

ft*lnceton, NJ 085^0 
AnBrlcan Bakera Association, Suite 650, 1700 Permsyl- 

wila Ave,, NW, Washington, DC 20006 
American B^^ers Association^ 90 P^k Ave., Nev/ York, 

NY 10016 

Associated Master Barbera and feautlclana of Ainerlca^ 

219 Greenwich Rd. , P,0. Box 17782, Oiarlotte, NC 28211 
Structural Clay Products Instltuta, 1750 Old Meadow 

Rd, , McLean, VA 22101 
National Association of Broadcasters, 1771 N St,, NW^ 

Washlngbon, DC 20036 
PFL am CIO Building and CorBtructlon Tildes Department, 



815 16th St., NW, Washington, W 20006 



NW, 



toerlcm Chemical Society, 1155 l6th St. 

Washington, DC 20036 
International CJilropractors Assoclatlm, 7 Hi Br^ 

St,, Davenport 5 lA 52805 
National Coal Association, II30 17th St,, NW, 

Washlr^on, DC 20036 
Prlntlr^ IrKaustrles of torlca. Inc., 5223 River Rd., 

NW, Washington^ DC 20016 
Data Processing Managonent Association,^ 505 Busse Hv^r. 

Park Rldge^ IL 60068 
American Institute of Interior Decorators, 730 HLfth 

Ave., New York^ NY 10019 
American Dental Asslstmts Aasoclatlon, 211 E, 
Oilcago Ave., C^cago, IL 60611 
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Der?tal Ify^enlsts 

Dental Technlelms 

Dentists 

Dletlcl^ 

Ecolosr Workers 

Electrical Workers 

Qiglneera^ Aeronautical 

ET^-neers^ 

A^lculfjural 
^glneera^ Cerande 

Ehgineers^ ChCTileal 

Engineers J Civil 

Engineers, Electrical 

Bigljieers^ Industrie 

En^Lneera^ Mechanical 

&iglneera. Mining^ 
Metallitt^glcalj and 
Petroleion 

Engineers 5 Radio 

PlorlBtB 
Foresters 

Forge Shop WorkerE 

Fimerri Dlrectora 

md Bribaliiters 
Gfeographera 

Geolo^sti 



Or^ilzatlon and Address 

America Dental ^glenlsts^ ABSoolatlon^ 100 E. ^o 

St,, Qilcago, IL 60611 
NatlOTal Association of Certified Dental Laboratories ^ 

1330 MMBachusetts Ave*^ NW, WashJ^gtOT^ DC 20005 
toerlcan Dental Association^ 211 E* Oilaago Ave., 

Oilcago, 60611 
An^r?,can Dietetic Association^ 620 N. Mlchlgm Ave., 

cjiioago^ n, 60611 

Ecological Society of Ajrertca^ Dept, of Bot^^ 

Southern IlUnols Urd-veralty^ Cartondale^ IL 62901 
InterTOtlonal Brotherhood of Eleotrleal Workers j 

1200 15th St.^ NW^ Washto^on^ DC 20005 
Airerlcm Institute of Aeronautics and Astronautics ^ 

1290 Avenue of the Aroricas, New York, m 10010 
tertcan Society of A^lcultuiml Biglneers^ 2950 

Nlles Rd,^ St. Joseph^ m ^9085 
American Ceramic Society^ 4055 N. mm St., Columbiis. 

OH - 
America Institute of ^OTlcal Qiglnears, 3^5 E, ^7th 

St, 3 New York, NY IOOI7 
Ainerlcan Society of Cl\dl Engineers, 3^5 E. UTth St. 

New York, 1^ 10017 
Institute of Electrical and Electronics Engineers 
345 E. 47th St,, New York, NY 10017 " 
Arorlciui Institute of Industrial ^glnaers, 3^5 E, 47th 

St,, New York, NY 10017 
^rlcan Society of Mechanical ESigLneers, 345 E. 47th 

St,, New York, m 10017 
ytorlcm Institute of Mnlng, Metallui^eal, and 
Petrolewn .Engineers, 3^5 E, 47th St,, New York, 
NY 10017 

Imtltute of Eleutrical and Electroi^cs Itoglneers 

3^5 E, 47th St,, New York, NY 10017 
U,S, D^t. of A^lGultwe, Washington, DC 20250 
Society of ^rlcan Ploilsts and Omanaital Hortl- 

culturlsGs, 901 N. Washington St., Alexandria, 

VA 22314 " ' 

Society of torlcan Porestera, 1010 I6th St,, NW, 

Washington, DC 20036 
Forging Industry Msoclatlon, 55 PiJbllc Square, 

Cleveland, OH 44113 
National Funeral Dlrectora Aasociatlon of the U,S, 

135 W, Wells St,, Milwaukee, WL 53203 ' 
Aaaoclatlon of African Qeop^apher^, 1146 I6th St,, 

NW, Washln^on, DC 20036 
Ainerlcan Geological Institute, 1444 North St., 

NW, Washington, DC 20005 
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OQQUpatlons 



^gmiiEatlon smd Address 



Hairdressers and 

Cosmetolo^sts 
Emm Econarrdsts 

Hospital Workers 

Hotel Workers 

Insurance Agents 

Jewelers and Jewelry 
Repairers 
Laimdry Workers 



^ers 

Libraidans 

Machinists^ 
Ml--^ound 
PtothCTietlcians 

Mecha^cs ^ 
He^lgeratlon and 
Air Conditioning 

Medleal Ldboratoiy 
Tectalclans 

Medleal Record 

Idbrarl^:^ 
Medical X-Ray 

Technicians 
Materologlsts 

rttcroblologlsts 

M^iolans 

Nurses 5 ft'actlcal 

Ni^es^ Re^stered 

Occupational therapists 

C^tielans 

Optanetrlsts 



National Hairdressers and Cosmetolo^sts Association^ 

175 Fifth Ave., New York, NY 10010 
terlcan Home Economics Association, 1600 20th St., 

NW, Washln^on, DC 20009 
ArorlcM Hospital Association, 8^10 N. Lake Shore 

tt*,, aic^o, XL 60611 
Arorlcan Hotel and Motel Association, 221 W. 57th St., 

New York, NY 10010 
National Association of Insurmce Agents, gS Pulton 

St,, New York, NY 10038 
Retail Jewelers of toerlca, 1025 Vermont Ave., m, 

Washln^on, DC 20005 
^lerlcan Institute of Laundering, Box 9^0, Jollet 

IL 60433 

toerlcm Bar Association, 1155 E. 60th St,, Chicaao, 

IL 60637 ^ a s 

^^ricm Library Association, 50 E. Hijron St.^ 

Oilcafo, 60611 
International AssoGlatlon of Machinists, 1300 

Connecticut Ave,, WMhington, DC 20036 
Mathematical Association of Arorica, S\mi at 

Buffalo, Buffalo, m 14214 
United Association of Jom^esmien, Apprentices of 

Plumbing md Pipe Pitting Industries, goi Itossa* 

chuisetts Ave., Washington, DC 20001 
Reglst3^ of Medical Technologists, Anerican Society 

of Cianical Patholo^sts, P.O. Box 2544, Mimcle/ 

IN 47302 

Anerican Medical tecord Association, 875 N, mchigan 

Ave., Chicago, IL 606II 
American Society, Radlolo^c Technicians, 537 S. 

Main St., Pond Du Lac, WI 54935 
Anerican Met eorolo^cal Society, 45 Beacon St., 

Boston, MA 02108 
Anerlcan Society of Bacteriology, I913 Eftre St., 

NW, Washington, DC 20006 
American Federation of Musicians, 64l Lexington 

Ave., New York, NY 10022 
National Association for Practical Nurae Education 

and Service, Inc, , 1465 BTOadway, New York, M IOO36 
National la^e for Nurelng, 10 Coluntous Circle, 

New York, NY 10018 
Mierlcm Occupational Iherapy Association, 251 Park 

Ave,, South, New York, NY 10010 
C^tlcal Society of Africa, 2100 Pennsylvania Ave., 

NW, Washin^m, DC 20037 
American ^tonetrlc Association, 7000 CTiippewa 

St., St, Louis, MO 63119 
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Occi^atlons Or^nlzatlon and Address 

Osteopathic Physlclajis Anierlcan Osteopathic Association, 212 E. Chlo St. - 

Qilcago, IL 60611 ' 
Pal_nters and Brotherhood of Palntere, Decorators, and Papertiangei^ 

Papertiangers of America, 217-219 N. 6th St., Lafayette, IN 47901 

Petroleun Workers American Petroleun Institute, 1271 Avenue of the 

Ericas, Ne'iT York, NY 10020 
J^^^™aclsts American Phannaceutlcftl Association, 2215 Constitution 

Ave,, V/ashington, DC 20037 
Photosphere Professional Ptioto^aphers of America, 1090 Executive 

Way, Oak Leaf Cannons, Des Plalnes, IL 6OOI8 
Physical Therapists American HiyE-.ical Therapy Association, 1790 Broadway, 

New York, NY 10019 

Physicians American Medical Association, 535 N. Dearborn St., 

Chicago, IL 60610 

Physicists Airerioan Institute of Physics, 335 E. 45th St. New 

York, NY 10017 

Plastic Workers Society of the Plastics Industry, 250 Park Ave. 

New York, NY 10017 ' 
P^ntoers and Pipe United Association of Joum^men, Apprentices of 

^^ters Plinrblng and Pipe Fitting Industries, 901 

Massachusetts Ave., NW, Washington, DC 20001 
Podiatrists American Podiatry Association, 20 Che^^ C^se Circle, 

NW, Wa^iir^on, DC 20015 
Psyehologists Arorlcan Psycholo^cal Association, 1200 17th St., 

NW, Washington, DC 20036 
Railroad Workers Association of American RaHj'oads, American Railroads 

Bldg., Washington, DC 20036 
Real Estate Sales Agents National Association of Real Estate Boards, 155 E. 

Si^erlor St., Oilcago, IL 606II 
Recreation Workers National Recreation and Park Association, 17OO 

Pennsylvania Ave., NW, Washington, DC 20006 
Restaurant Workers National Restaurant Assoclaticn, 1530 N. Lake ffliore 

to., CJilcago. IL 6O6IO 
Retail Grocers National Association of Retail Grocers of the United 

States, 360 N. mchigan Ave. , Chicago, IL 606OI 
Secretaries National Secretaries Association, 6I6 E. 63rd St., 

Kansas City, MO 64110 
Social Woricers National ComilsBlon for Social Work Careers, 2 Park 

Ave., New York, NY 10016 
Speech Ihermpists American Speech and Hearing Association, 9030 Old 

Qeorgetowi'i Road, Washington, DC 20014 
Teachers National Center for Infonratlon on Careers in Education, 

1607 New Itempshire Ave., NW, Washlngtm, DC 20009 
Television md Radio American Federation of Itele^sion and Radio Artists 
Workers 724 Fifth Ave., New York, NY 10022 
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OceipatlQna 

Textile VJorkers 
Truckera 
Veterdnarims 
Welders 



^^mlzatlon and Address 

Amerlaan Textiles Association, 1501 Johnston St. 

dim^lotte, NO 28202 
toerlcan Ttucling Assoolatlon, l6l6 P St., NW, 

Washington, DC 20036 
Merf-oan Veterinary Medical Association, 600 S. 

Mlchlgm Ave., CTilc^o, IL 6o605 
American Welding Society, 2501 NW 7th St., Miami 

FL 33125 
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Booiffi OP ii^rrmEST 



Job Seeking 

Bolles^ R.N, V^at CplQi^ Is Your Paraahute? A K^aotlQal Manual for Job 
Hunters and C^^e3>^Chanaers , Berkeley, Calif omiai Ten Speed Press/ 
1977: ~~ 

Caipbell^ D.P. If You Don't Know V^ere You're GQlngs You ^11 Prob^ly 
End Up Sane^iere Else , Nlles, Illinois 1 P^mm OamunlGatlQns , 1Q7?. 

Cr^^stal^ J,C.3 and Bolles^ R,N, Where Do I Go ^om Here with Life? 
New York: Seabuj:^ RresSs 197^4. ' ' ~ 

Department of Labor, A Working WOTian's Guide to her Job Rl^ts , 
Washington, D,C.: U,S, aoverra:nent Printing Of floe, 1975* 

JaokBon^ T, Twenty^l^t Days to a Better Job . New Yorki Hawthorne 
Books, 1977. " " 

Jackson, T.^ and jy^leas, The Mdden Job ^farket . New York: 
©Ja^^&Le Books j N,Y. TIitbb Co,, 1976, ~ 

Lembeck^ R. 1001 Job Ideas for Today's Woman; A Checklist Guide to the 
Job rtoket . New York: Doubleday, 1975* ^ — ____ ^ 



Returning to Sdiool and Scdiool Skills 

The Atierlcan College, Test Wlseness: test-Taking Skills for Adults 
Returning to School . New York:" McQraw-iail, 1978. 

Apps, J.W. S tudy Smis fc^ Those Adults Retig'nlng to School , New York: 
McQraw^mil, 1978. 

Bandt^ P.L, , Meara, N,M.^ and Schiddt, L.D, A Time to Learn: A Guide 
to Academic and Personal Effectlwness . New York : " " Holt , Rlnehart , and 
Winston, mc, 1974. ~ ' ^ 

Blaze, W, , et al. Guide to Alterimtlve Colleges and Universities ■ A 
Comprehensive Llstlr^ of Over 250 IhnQ vatlve ft'OOTsmi. Boston:' Beacon 
ft'ess, 1974- ^ — ~" 

Ceoohetlnl^ P*A. McGraw-'Hill Self-^StiKfcr Manuals for OICT . New York: 
MeGraw^Cill^ 1978* Manuals avadlable for psydholosTj socloloar^ 
humanities, bualmsB Mn^ment, and mtural sGltncts. 
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Cogne, J.J and Hebert, T. This Way Out: A Guide to Alternatives to 
Tradltloml College Baucatloh In the United States. Bjrope; and the 
Third World . New fork: E.P. Duttohj 1972. 

College Ehtrance Btanlnatlon Board. CIEP Qeneral and Subject ExanJjia- 
tlone; Descriptions and Sanple Questions . ft>lnceton , N .J . : CTO, 
Box lti2U. Reidsed yearly. 

Gerow, J.R. , and Lyne, R.D. How to Succeed In College: A Student Guide- 
book . New York: CTmrles Scrlbner's Sons, 1975. 

Houle, CO. Coht Iniajii Your Eaucat Icii . Ifew YOTk: MsGraw-fllll, 196^. 

Ifins, E., and ShaevltZj M. So You Want to Go Mck to School: Fadng 
the Ftealltles of Reentiw . New York; McGraw-fail, 1977. ' ^ 

Nleves, L. College^chlevement throuah Self -Help :' A Planning and 
Guidance Manual for ffinorlty Students . Mnceton, N. J. : laucatlonal 
Testing Service, 1978. 

Splaver, S. Nontradltlonal Oollege Routes to Careers . New York: Simon 
and Schuster, 1975. " 

Stnuikj W. , Jr., and White, E.B. The Elerent s of Style. New York: 
rfecmillan, 1973. ~ ~~ 

TOiatcher, R. Academic Skjlls: A Itodbook for Worldng Adults Returning 
to School . Ithaca, N.Y.: Cornell University, New York State School of 
Bidustrlal and labor Relations, 1975. 

Waller, M. , and Beach, M. Making It In College . New York: Ifeson/Charter, 



Assertion Tbralning 

Albertl, R.E. , and Bmions, M.L.' Stand Up, Speak Out, Tfalk Mck l New 
York: Pocket Books, 1976. ' 

Bower, S.A., and Bower, G.H. AssertUig Your Self: A Practical Guide for 
Positive Change . Reading, ^fess.: Addlson-Wesley lubllshlng CCTpany, 1976. 

Pensterhelm, H., and Baer, J. Don't Say Yes men You Want to Say No. 
New York: Dell, 1975. ~ ' ~ 

Galassl, M.D., and Galassij J. P. Assert Yourself: Itow to Be Your Oroi 
Person . New York: Human Sciences Press , 19T7. 

Janes, M. , and Jongevrard, D. Bom to Win . Reading, l%ss.: Addlson- 
Wesley Publishes Oon^any, 1971. 
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Bferris^ L. G, WanaTOOwr: A Iteiual for Workshops In Persoml Effeo- 
tlveness , Cmistons R*l, T fee Carroll fr^ 

Maultsby^ M.C.^ Jr. Help Yourself to HapplnesB . aDston, Herman Rab- 
llshlng CoE^any^ 1975* 

O'Neill, N,^ and 0»Neill, G. Shifting Gears . New York: Avon ^oks, 1975 

Paulsen^ K., Kutn^ R. (eds.). Won^^s Almanaa: Twelve How-to ^nd- 
books In One . MLladelpMa: J.B. lipptacott Cotp^, 1976. 

Scholz^ N,5 Mnce, J., and Miller, Q. How to Deoidey A Guide fey Vfcrnen . 
Itlnaeton, N.J.: College Entrmice Scamtaatronr^^, "19757" 

Williams, Md Long, H.D. Toverd a 5elf4faraged Life Style . Boston: 

Houghton Mifflin Ccnpanjr^ 1975. ~ 

Books to Consult — ^Referenee Books 

Cass, J., and Btaiba™, M. Conparatlve Guide to Two-Year Colleges and 
Career Ero^ams . New York: Iterper & Row, 1976. 

CaBs, J», and Blmbaum, M. Conparatlve Guide to American Colleges. 
New York: Harper & Row, 1975* 

Doster, W.C. (ed. ). Barron* a How to Prepare for the College-Level Bmrd- 
mtlon Ingram . New York: Barron * b Muaational^Se^lc¥s~ "fee 

Gruber, l.C. , and Bramaon, M. SoholastlQ Aptitude Test for College 
Bitrance * New York: Ptonarch Rcess, 1976, 

Hegener, K.C. (ed.). Peterson's Annual Guide to Undeigraduate Study, 
1978 . Princeton, N.J.: Peterson *s Guides, 1977* Revised ye^ly. 
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